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ENTREPRENEURIAL TRAINING FOR REFUGEES
A Tralning Guide

James Talaga and Hung M. Chu

West Chester University, West Chester, Pennsylvania

This -ﬁanual' #s desigﬁed to help deﬁélop successful
workéhops f%r training refugee entrepreneurs. It is our hope that
the folloﬁing ;information will be beneficial fd those who
contempléte developing such workshops.

This mahualwconaists of three main parts: how to organize the
workshops, how to'rﬁn the workshop, and what major follow-up

activities need to be considered.: Each section will be discussed

in. detail. Forms and materials ﬁhat have already be used in the

past will also be included wher. relevant.

I. ORGANIZING THE WORKSHOPS

A. Workshop Purpose.

The ultimate goal of the entrepreneurial training workshops
will be to provide to some selectea .group of refugees the
necessary 1Iinformation that wiil help them to go into business or
to make better decisions if they are already in business. The

specifics of the training content will be discussed later.

‘B. WOrkéhop Participants.

- This section delineates the major participants in the

workshops. Three major groups are involved directly in the

workshops, with a number of other gtoups invoived_indirectiy. The
three direct'groups are: the organizational staff; the refugee
participants, and the speakeré. The indirect‘.groups include:
voluntary agencies (volagé), comhunity:agsociations, and funding

agencies. Each will be discussed in turn.




I, Organiéaticnal staff. There is a great deal of work that
needs to be done to organlze a successful workshop. Rather than
delineate all of the speclific Jobs and rcsponsibilltlcs,' what
follows ara general descriptions of the Jjob duties of the major

staff members. Please note that. the number of staff members and

the division of labor among then i{s up to your discretion. In
addition, it should be noted thatAnot every task listed in this

- manual has been assigned to a particular staff member - it may

happen that in your particular organization the distribution of
skills and interests may dictate a different division of labor.
Three positions are of major 1mportance: the coordinator/
dirgctor, the moderator, and the support/clerical staff.
a..Coordinator/Director. This person's essential function is
to put.everything together - to make sure that all of the, tasks
listgd in this manual are performed. He has the ultimate
responsibility for making sure all goes fight. This does not mean

that he must personally do the tasks,- but it does mean that he

must be sure that the tasks get done.

b. Moderator. This person's essential function is to make

sure that the actual® workshops themselves are running smoothly..

His jdbs inciude introducing the speakers; making the transitions

from one part of the workshop to another; keeping track of time

for the speakers and of the question and answer sessions; and,.

making any announcements or remarks necessary for the smooth

running of the workshop. Our experience {s that these workshops

are very easily sidetracked through poor time management. Thus,’

i
the role of the moderator is very important.

c. Support/Clerical staff. In a sense, they can be thought

of as the people who actually do the work . As can beé seen from

6




the scopec of ac£lvlties required to put on a successfullwofkshop,
thia .encumpusses a lot of ditterent activities. The feadef need
only refer to the varfows scetlons of this manwal §n order to
gauge the amount e¢f work and the number éf wo;kcrs required.

2. Ref pgee Participants. Since the wﬁole point ofl the .
workshop§ is to provide entrepreneurial training for refugees, {t
is clear ;hat éetting participation by the refugees is crucial to
the workshops'success. Which refugees ought to attend? Since the
intent of the workshops is.to produce successful entrepreneurs,
the seiection of participants is éreatly simplified. Effectively
what . takes place is a self-selectioé process. Given knowledge
that a séyies of workshops will take'piace on a certain set of
days, 1n a certain place, thoée refugees who are most”motivated
(and éonsequently, we believe, the most likely to succeed 1in
business) are most likely to attend the workshops. Those refugees

~who are less serious about succéeding in business are less likely

attend. Whilg this may sound rather harsh, 1t must be realized
that ‘success as an entrepreneur depends, 1in part, on the
motivation of the individual. If certain refugeé%'do not have the
ﬁotivation or the desire to take a risk necessary to attend the
workshops, then business training may be less than useful for
them anyway. |

We should also note that it has been our experience that
there should be no problem in presenting workshops to mixed
groups of refugees (Vtetnamese, Cambodians, Laotians, .Ethiopians, .
and so on). This seems to be due to a common motivation on the
par* of those attending the workshops -~ i.e., make 1t 1in
business 1in the United States. Of course, 1f thcre are

disproportionate numbers of one or more réfugee groups attending




the workshops, gherv should be no discrimination toward that
large proup. For example, 1if most of the group at one workshop -
happens to be Ethiopian, there should be no special provisions
for them. Part of the reason for this is to provide as nearly
equal benéfits to all those,atteﬁding. Of course, should you'
decide to rum separate workshops for individual"refugee groups,
then this advice would not hold. |

3. Speakers and sources of speakers. There are a number of
sources from whicn suitable speakers can be inviged. In these
workshops,l you are tfying to make as little a tradé-off between -
the followihg: relevance to the particular 'needs of small
business and, good content (i.e., all that should be covered, is
covered effectively). Althopgh this may not necessafily seem to
be’é problem, our experience indicates that one may have problems
here. It {s possible to find people who ha?e excellent
credentials in terms of éuccess in the business world (successful
entrepreneurs). Indeed, their experiences are ‘often most
fascinating. However, theii experiences are iﬁ some cases too
specialized qr' too self-aggrandizing téjbé of much practical
value to the refugees (e.g., How I made a fortune ing real
estate). The point 1is not that these speakers do not have the

khowledge about running a small business, but what seems to

S

happen 1s that the character of the workshop changes from beling

provision of useful 1informationm to something closer to a pep
rélly or an inspiratioﬁal service. On the other hand, 1t s
possible to get épeakers who have the proper knowledge, but are
actually unable to relate that knowledge to the needs of the
refugees. An example pere could be getting too academicf of a

professor to present the material. The cousequence in either case

8.



'{s the same, the level of learning of useful information s

limited. Where are such speakers located? We advise finding.
speakers with the following combination of experienc~: small
businessmen- who haQe some extensive teaghgng experience (these
businessmen’ can be identified through area colleges and
universities - such busiﬁessmen are at times called upon to teach
in a part-time capac;ty at the schoois); academics who own their
own small ‘businesses (consulting businesses do not count);
retired éxecutiQes who aré members of SCORE (Service Core of
Retired Executives). If you ecan find refugees who meet these
categories, by all means, use them . In fact, a ;uccessful
refugee may be an excellent keynote speaker.

4, Suppért Organizations. The support organizationé-are the
indirect participanté in fhe workshop. They play a crucial role
in mating the workshops a success. Typical types  of supbort
organizations will be listed later under the subhead "Publicity:
Organizations."” These organizations can be very helpful in

answering ,the following questions: How are refugees to be

recruited to attend the workshops? Where will the workshops be

held? How to create contacts and gain esupport from Mutual
Assistance Agencies (MAAs). 1In all of these cases, a great deal

of assistance can be had from these outside agencies.



Co Budgeting.
Thin wectlon s Intended to be merely tllustrative of the
kinds of costs Involved In the planning of the workshopu,

1. Persounel Costs

. Hours Rate - Cost
Administrative Time
Planning Time
Workshop Time
subtotal
Staff Time:
Planning Timg, .
Workshop Time °*
subtotal
¢ : » Speakers:
Person/Position Rate:
subtotal
Personnel Costs
2. Non-Personnel Costs
Rent
subtopal : v
Utilities . - Cost'
.Item: :

\

v

o . ' ,1() suktotal




Supplics (Plannlng & Cost
Conference)
Ltem:

s ’ ' . subtotal

Printing & N Cost
Duplicating
Item

} subtotal

Advertising & .
Publicity - subtotal

Telephone

(planning &

workshop)
subtotal

Travel
(planning &

workshop)
Person:

subtotal

Non-personnel Costs
Institutional Overhead Rate -
Total Personnel Costs

Total Workshop Costs
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D. Pnblictty,

Contnet with the following orpnnfzatfoun nnd_ performing the
following activities have had a positive effect on {ncreasing
o
workshop awareness and increasing refugee attendance:

l. Organizatlons. There are two major types of organizations

.volﬁntary (volags) and governmental.

a. Veclags. A lérge number of refugees can be contacted
through the various volags that assisted in refugee resettlement.
To indicate the number and diversity of volags that may be

available in your area, the following were listed and contacted

for our workshops 1in Philadelphia: Fellowship Commissions,

Nationality Service-Cénter, u.Ss. :Catholic Conference, Lutheran-

Children and Family Sefvice, and, Jewish Family Services. One
should also contact local mutual assistance associations (MAAs):
Ir Philadelphia, we contacted: Vietnamese Association of Greater
Philadelphia, Indochinese Council, Cambodian Association, Laotian
Association, Ethiopian Aséociation and the Overseas Chinese
Association.‘ Again, you ought to check your local area for the
particular organizations that are 1in operation. Finally, the

various local chambers of commerce were also requested to assist

in promoting the workshops. 1In Phifadelphia these 1included:

Greater Philadelphia IChamber of Commerce, West Philadelphia
. ]

Chamber of Commerce, -and the Vietnamese Chamber of Commerce. We

cannot guarantee that all of these organizations can 'provide

useful contacts 1in the refugee community. It is our belief,

however, that it does not hurt to contact them anyway. A sort of

“leave no stone unturned” approach to recruitment.

.

b.  Governméntal Org:nizations. There aré a number of .

governmental organizations that can be quite useful in helping to

12




promote the workshops. The Office of Refugee Resettlement of the
u.s. Department  of licalth and Human Services Is particularly
useful in terms og arranging contacts {n the refugee community.\‘
The U.S. Small Fusiness Administration {is particularly ﬁseful in
providing materials for distr.u.tion and also for providing
speakers. We also advise contacting your state government's small
business office as well as the small business section of your
city government. In some cases, county governments will also be
aﬁle to, provide information. 1In the cases of state and  local
governments, they can usually provide both informatién (in terms
of publications for free distribytion) and speakers.

2. Press. If you desire press coverage of the workshops, we
~sugge§t that you provide ready-made copy for them. Thét 1s, you
 shou1d‘ be able to hand to radio and TV stations copy that s

ready to read on the éir (public service. announcements). It -
should be noted that the number of Qtations that provide this
service is dwindiing.' Ready copy should also be provided to |
newspapers = both English and foreign-language. Generally, you
ought to .write the article and have {t translated into the

. appropriate language(s). " Such translations could be a

N ]

contributioh. from one or more volags or MAAs. If getting press .
coverage will entail the expenditure of a great dea’ f time, we
advise that you spend your time elsewhere. Although 1t 'may be
'personallycnratifying ﬁo see one's name in print, the net result
of press coverage seems to be few’additiqnal participants.

3. Direct Mail. A third method for reaching refugees {s
through the use of various forms of direct mail. With lists of

names suppliéd by volags and MAAs it may be possible -to reach

some additional participants who might otherwise not be aware of

Ny _ g

______________.—'_‘




the workshOps. -0f course, it must be noted that direct mail is a
irelattvely expensive' method for veachlug retugees.
4, Posters and Fliers. An' inexpensive method for spreading

. s -

word about the workshops 18 to place coples of workshop

" announcements in restcurants, groceries, churches,-meeting halls,
and other places where you think there would be high. vieibility
to the refugee pgpulations. In. addition, we were able to
distribute®' the announcement to refugee students through the
School Distrist of Philadeiphia. Suéh access to students may or
hay not be available to you in your.?articular locality.
| 5. Pergonal 'Contacts. In our opinion, this is oee of the
most important aetivities used in recruiting. The director and
his assoclates should be known and well respected by the refugee
communities. He and his staff should frequently consult with MAA.
leaders in order to receive their {inputs on improving the.
recruiting strategles as;gsll as getting treir cooperation in
implementing the project. '“Attendinge the refugee community
meetings to~explein and promote the benefits of the project 1is
very highly recommended. ’

E. Workshop Logistics

This section will deal with choice of meeting place, the
room set-up, and use of audio-visual equipment.

1. Meeting Place Cholce. A series of questions needs to be
answered in order to chcose an optimil workshop site. The
following aspects need ro be -~onsidered:

a. Workshop length. In particular, a workshop that overlaps .
any of the normal meal times would require a site that either has

{ts own eating facilitieg or is located convenient to outside

- eating\facilitiee. In addition, lergth of the workshop may have

- 14




an {mpact on pa;kiqg. For example, In vlrgually all major citles
there are time l.'t‘HH."('.l'OIIH\()II metered or on=-street parking. If
the length of the workshop is longer than fho normal time peridd
for on-street parking, then a site that proviaes only on-street -
parking would require, at a ﬁinimum, some recognition of this
parking problem. Finally, some parking facilities c..- ge by the
hour, by the half-day dr by the.day. Given budgetary constraints;
differeu{\iifes with different pricing structures may be more or
less attractive.
. b, impression creation. The concern here is primarily with
establishing the credibility of the workshop. A-lth\g'ﬂ'g'h ._;;Hé“éites
may - be less expensive and more conveniently located, it is our
belief thét'for this kind of_workshop, it may be wise to trade-up
to a more costly and more‘prestigeoué site. 'Thus, fpr example,
although a ﬁumbér of organizations such as churches and community
centers do have ’mee;ing rooms. that have the capacity for a
workshop of 100 or more participants,” Ehe lower statué involved
in using such facilities we believé argue agaihst,their use. To
some extent, what we are trying to establish is an 1image “of

success. The use of appropriate facilities is thus ﬁecessary.
c. Location éeiection. This depends to a large degree upbn

the location of the participants. Participants in this sense

" refers to the trainces. lLocation of workshop organizers and

1

speakers 15 of less concern. - It need not be belabored that the
site ought to be reddily acéessible ‘to the refugees. Thus,
centrally located sites would seem to be appropfiate. Of course,
our experience in Philadelphia 1indicates that those 1in the
refugee community Qho are interested in receiving such training

are willing to travel some distance to get the training. The




{ . . .o, . 3 . i
' .

general rule s that the slte ought not  create too large o

hovdahip o terms of teavel time and cont. Tralnlng provided at

great  distance: from the refugee community fa not llkely to be

successful in attractiong participants.

d. Number of participants. It 1s”important that the workshop
organizers get some sense;from community leaders and volags just
how many can be'expected..As a general rule, it is much better to
have too spall a room than too large a room. In a small room, you
can pack in ﬁore people fwithin liﬁits.qf the fire codeé, of
céurse); In a large room, having many empty seats gives  the
impression that the "workshop has Leen a failure'’ both to the
participants and the organizers. For exaﬁple, 100 people in a
room designed to hold 100 appears to be a.success. However, if

the room you have selected holds 500 and you” succeed in

. attracting 200, the workshop appears to have been a failure (just

look at all those empty seats).
| e. Agcessible to public trenspo;tatioﬁ. In general we havé
not found 1naécessibility to‘public transportation to be a major
problem. This may be due to the fact that the site selected had
vefy good parking and that the participants were well advised of
the parking "situation. If the site you prefer does ‘not -have
suitable parking, but is otherwise an acceptible site, then the
availability of public transportation becomes an 1issue. In
addition, 1if parking 1is thought to be a pofential problem,
information regarding public transportation-alternativgs need to
be included in the announcement.

f. Meeting State and Federal Guidelines.Does the site meet

Federal guidelines for the handicapped? Generally, most newer,

major hotels ‘and motels meet such guidelines. Nevertheless, this

16




ought to be veriflied.

g. Food and beverages Lot particlpants. Federnl conteacts do
not. allow for the provision of food by the contractor. However,
this does not mean that other groups cannot .voluntarily bring
food to the workshop. In genetal, we advise against the provision
of éuch food (the exception being in the case of all-day
workshops). It 18 likely that part of the rental price of the
site will. include provision of water, and sometimes tea and
coffee. ° Thig-is usually.sufficient for an afternoon workshop. A
morning .workshop may 'requireuprovision'of breakfaét. pastries
(this is up to your diséretion).

h. Site selection and "political" ramifications. in_ our
opinion, it may not be advisable to choose a community center of
one particular refpgee group or é site Ehat is 'particularly
fdentified with one refugee group. 'The goal is to eliminate
'percéptions that the workshop is for omne réfugee group to the
exclusion of others. Thus, ﬁhe éhoice to hold the workshops in a
Viétnémese community center Or church may deter other groups
(such as Cambodiaﬁs, Laotians, of Hmong) from attending. If,
however, the workshop hés been designed. for one parpicular'
refugee group, this objection does not hold.

i, Other site selection qonsiderations. What follows are a
1ist of fhings to look for in. the chojcc of a rooh. These factors

are more important in terms of physical comfort rather than for

any other strategic reason.

- avold rooms with internal columns (blocks view of
participants)
7 t ,e‘.i"

- prefer a too cool room to a too hot room (as the workshops

go on, body heat wili warm the room considerably)



- try to lsolate the room from dlstractlons (olher meetlngs,

music, etc.)

- make sure the room has sufficlent clectrical outlets for

_ any eqpipment you intend to use

- if you intend to make coffee, make sure water is available

- 1f a winter workshop, make sure that there are places to
hang coats. |

- make.éure that extra chairs are available (in this regard
évailabil{ty meaas that tﬁex are not locked up on Saturdays) |

- maké sure that tables are available for registrants and
speakers

- make sure restrooms are available aqd accebtéble.

2. Meeging Rooﬁ Setup. What fol&ows are some vbasic
considerations in setting up the room. .

a. Do mnot place chairs so that participants are in too
strong of a light (includes placing chairs by w*ndows)

b. ?rovidg' a separate ;able for registraﬁlon and maferials

handouts

!

c. Provide a separate tasie/area for coffee. Make sure that
the necessities for making coffee are there (cups, utensils,
creém, sugar, and so on). |

d. Make sure that the chgir placement is coﬁpleted well  in
advance of the workshop. We aévise using a classroom style chair
set up. If you have a gmall_group and available tables, thié is
the ideal. Fér a large group, rowé of chairs aré accepFéble. Do
not seat participants around tables as this encourages a great
deal of soclalizing and extraneous conversation.

3. Audic-Visual Equipment. What follows is é listing‘of some

of the major types of audio-visual equipment that you may be

18



1tkely to need for the preseniations an well an adviece about the

nultnhillry of each plece.

a, Lecturns. There ought to be at least one lecturn _from

which the speakérs will present. If you are renting spéce from a

commercial establishment (such as a hotel) the lecturn .is usuaily

provided as‘pért,of the packnge. Please note that you ought not

assume thét' such equipment is provided, so make sure 1in your

from- a commercial establishment, do not assume tha: there will

necessarfly'be a lecturn available for you to use.

3

b. Microphones. We have been impressed with the high level

vof attention of the participants in the workshop. Such high

attention levels have generated for us a minimum of room noise.

‘Nevertheless, 1t 1is . a prudent policy to provide for a public

address system regardless of the: room size{ It is always possible
ﬁo have speakers.who épeak too quietly, to have participants who
are hard of hearing, or to have a group that is -unusually rowdy.
It 1is better to be prepared. Again, if you~aré renting from a
commercial establishment, 1t i{s most likely that microphones and
a public adqress system will be available to you as part of the

rental fee. Again, do not assume that microphones are provided,

‘so make sure that they will be provided. If you are renting from

some other establishment, make sure that microphones gill be
provided. It is also good policy to check thel operatibn of the
equipment weil in advance - you want to reduce the number of
surprises and have as smooth and professional a workshop as
possible. One additional aspect qught to be noted here. that will
be elaborated on latgr - 1f you are using microphones, it may be

a wlse idea to have a tape recorder (either audio or video) in

'1nitialf'inquiries that it is provided. If you are not renting\g; .
. _ AN

*0
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operation during the workshop Fo get a ruming record of the

procoecdingn,
c. Easels. Tf your speakers bring charts, diagrams, etc.,
you will 'need a support stand. Please note, however,  that we

suggest that any necessary charts, diagrams, {llustrations, and

so on be reduced.to a smaller size, reproduced, and distributed

to the participants so that each has his’/her own individual copy.
Our experience 1s that the participants tend to be passive
listeners and do not take " notes. Cbnsequently, materials
presentea only on. easels are not likely to be copied by thg
participants. |

d. Slides, film strips, etcl As in the case of easels, the
use of other visuals that are not reproduced for the participants
is not recommended. Materials that are only'évailable in these
forms 1s not 1likely to be as useful to the participants as
materials reproduced and distributed.

F. Program Content |

This section will deal with two major areas: what is to be
covered (the topics) and also the gources of materials
(handouts). | |

1. fopics. Before we get into the speéific topics to cover;
we think é word about the psychology of those 'attending the

workshops 1s in order. We have observed that there is a great

deal of intereét in these workshops. There is a general belief
-among the people attending the workshops that going into business

is a sure-fire way to get rich 1in Amerigaj While 1t ié possible

to get rich by running your own business, it is by no means sure-
fire (this is attested to by thé fact that the vast majority of

new businesses fall within two years of operation. A more
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nppropriate atatement wny be that going into huninean 18 n Aure-
filre wn& to po broke, The' ponl of the workshopa ought not he to
paint a rosy picture of being an entreprgneur. Far from 1t. The
goal 1is to* provide information that will allow the refugee
entrepreneurs stand more of a chance to succeed. Perhaps the most
important tonic to be covered, then, 1s the success ih business
is the result of hard work and knowing the full set of skills
required of a businessmanl‘ |

In general, the topics you ought t§ cover should cover
essentiafly ail.major areas involved in running a business. To
get a list of such'tgpics, ;ou may choosé t0'foliow the schedule.
of topics 1in almost any entrepreneurship textbook. The topics
covered in our three Philadelphia workshops can 'be seen by
lookiﬁg at the.wosthop schedules in the Appendix (pages A-1 to
A-3). Also included are translations éf the third session 1into
the various languages of the rgfugee'participants (Appendix pages
A—a to A-9). If your particular funding agency reduires certain
topics to be covered; then by allrmeans cover those topics.
Usually, however, there will be some room for you to select your
own agenda.

What follows are some notes on some of the suggested topics

to be covered. Depending o your particular group, you may choose
i ,

1

to add or delete topics.

a. Disadvantages of goinglinto business. We presented this
first as a kind of "sobering-up" topic. We have observea that
refugees seeking to go into business see business as a quick way

to get rich and are often ready to rush into it blindly - oftean-

AN
“with catastrophic results.

N

\\hﬁ Accounting & Taxation. The emphasis here is fundamentally

N
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on the {mpo. .ance of theae nctiultles rather than on the speciflc
techntquen, hlthounh one of tho-segménts could be on simple
record-keeping systems.' |

c. Marketing. This 1s a very {mportant tople, - yet this
aetivity {s not usually considered by refugees entering into

business or is at best considered as a' trial and error learning

' process. Again, refugee entrepreneurs as a group are more

interested in getting into "business" and not particularly
worried about what business they are getting into (this, by the
wavy, is often a characteristic of many domestic entrepreneurs).
The lack of a marketing orientation can. lead to business fallure,
nence it is important to {nclude in the workshops.

-d. 'Managerisl skills. We have not glven a great deal of

attention to this aspect of running a business as we anticipate

that, at least at the start, these’busine3ses will be family run
operations. Such types of operatioms have markedly different
kinds of managerial problems than do non-family run businesses.
e. Financial information. When asked what they want out of
the seminars, most refugees will respond with some variant on
"How and where do I get money to start a business?” Because of
the high interest level, we left the finance topic for last. The
mechanics sf applying tor loans is'not difficult. The difficult
part of convincing the lending agencies that one has the
appropriate business skills to make the business a success (and
thus pay off the loans). If the focus of the workshops leans too
much toward getting funding, then, 1in our opinionm, the point of
the workshops will not be accomplished.' It is just too easy iIn

this soclety to lose a lot of money on bad ideas and businesses.

- 2. Materials. Ideally, It would seam that the materials
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provided to the participants ahOUid he in tholr.nntivo Tanpunge.
However, there are a numher of problems associated with this
préctice. First, since most business dealings will need to be
conducted in English, those refugees who seek entry into the
business world need to be abie to speak. English. ?rovision of
materials in translation will not help achieve the goal. Second,
there 'is not a large stock of ﬁaterials that have already been .
translated, aqd 'those-_that have been translatéd are not
necessarlly available in all languages desired. Thus, there is a
trade-off between providing materials in translation and the.
quantity of materials provided. As the.demand for- translation
increaseé,» the quantity of materials provided decreases. We have
thus made a conscious decision not to provide materials in
tradslation, but’rathef érovidg them in English only.

We have found it is possible éo provide each participant
with a fairly large array of materials at very little cost. The
U.S. Small Business Administration has published an excellent
segies of guides on various aspects of running a small business.,
Attached 1in the Appendix (pages A-10 to A-12) is a list of SBA

.offices and- a copy of the SBA order form for these _materials.
Also attached in the Appgndix (pages A=13 to A-15) is a copy of
the liqt'of materials that were distributed during our training
workshops. As can be noted, there was extensive use made of SBA
materials. We have found that the SBA has béen most cooperative
in pro§iding copies of materials 1in qhantity.:“In additibn to SBA
materials, you ought to check with the other levels of government
for materials. In general, the lower the level of government,.
the less quaptity of materials will be available. This of course,

will vary from'ldcation to location. At the state and 1local
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~level, the most nsefnl materinla will he materianlas detailinug how

to operate a bhusiness tn compliance with state and loeal  1nws.

Attached in the Appendix (pages A-16 to A-19) are lists -of the
various state government agencies that would be most useful to

contact.

II. RUNNING THE PROGRAM
A. Program Time Schedules

1. Time and Length. There are two considerations here: what

~1s the best day and what is the best time and length.

a. Best ‘day. By far, Saturday workshops are the best.
'Heekday workshops will be poorly attehded - people are not likely

“to take off work just to attend these workshops. Sundays are a

second choice, but for maﬁy, Sunday presents conflicts with other‘

activities. These reasons apply not only to the fefugeés, but
also to those who are presenting the workshop (administrative
staff and the speakers).

b. Best time and length. As will be seen shortly, there are

essentially two blocks of time that may be \suifable for the

workshops: morning and afternoon. Our preference is for afternoon

workshops, although this can be modified at your discretion. In
any event, the workshop ought either begin after lunch or finish

befdre lunch.

We do not think that all day workshops are advisable. Thig

i{s our belief.for a number of reasons. First, long workshops are
too easy to go off schedule. The time of all conqerned 1s
valuable and so is the information presented near the énd of the
workshop. If the workshop runs too long either the end of the

workshop must be sacrificed or the length of the workshop must be

extended. In practice, what happens is that the material at the,
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end of the workshop gets the short end of the stlek.  Second, the
capaclty of the retugees (and any one for that matter) to  endure
eight hours of dlscussfon about small” " business  and

entrepreneurship 1s J1imited. Attention levels ‘and interest

levels will surely féll near xhé end of the workshops. We thus

~advise either a morning sersion (running from say, 8:00 to 1:00,

ot an afternoon/session running from about 1:00 to 5:00.  The
; e

agenda shggﬁs 7£ta¢hed in the appendik (pages A=1 to "A-3) gilve
examples of afternoon workshops. Thg other item of note is that
these worksh;ps do not run straight through. for four Eours. In
fact, the wérkshOp at their longest'will run for two hours. At a
maiimum, tﬁere should not be more than 2 hours between bréaksf
This.is at a maximum. (If you have ever had a class that lasted
for 2 hours, you wi{ll realize that this is a very long period of
time indeed. We.advise going for no more than 90 minutes or so
before taking a break. The first break can be after a lunger
period than ;he second break (thus, session of 90 minutes, break,
session of 60 minutes, break, session of 60 minutes). The‘goal is
not to have the audience lose interest due to fatigue. |

2., Keeping on Schedule. In order to have the workshop

proceed smoothly,. it is necessary that the workshop be kept on

schedule. This need forikeeping on schedule leads, unfor;unate%y,

to ‘serious trade-offs. On the oneqhand, keeping on schédule

ensures that all speakers are given their allotted time and
present their information as they had intended. On the 'othér
hand, keeping on schedule can (and has. in our experience)

severely limit the quality of audience speaker interaction -

‘1imits » the’ number of questions that can be asked, and so on.

Given the choice, we advise keeping on schedule as much as
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ponathle. Tn order to do this, {t {a necensnry that there he a

Q

person  aaglpned e responsibility for keeping things on track -
in the sample schedules attached, this is.the fuaction of the

! : : . ;
.

moderator. His job is to keep track of the speakers time, the

'3

< amount of time teing spent on guestiomns, and to monitor the

o

general flow uf the workshop.
B. kegistration Process . : .

1.. Pre-Registration. Attached in the appendix (pages A-20 to .
A~22) 1is .the Ipre-registration form that was nsed in our
Philadelnhia wotkshops. ﬁaving good pre-registration data is
particulatly useful for planning the workshops - required room
size, nUmbers of copies of materials, and so on, We do *not, advise
that you base your planndng on the basis of your pre-registration
_returns. We have noted the following: o
a. Many of the refugees appear not to have an understanding
of the pre-registration concept. Because of this, twq; things
happen: ' those who intend to attend the workshops will come
regardless of whether or not they _have pre-registered (for

example, in Philadelphia, aboutv 102 of attendees had pre- e

registered); those who receive a pre~-registration form and do not

fill 1t out, but want to‘come, may feel that the lack of pre- .
registration excludes them from participation. In both of these
cases,qpre-reglstration has not served 1ts purpose.

b. Successful pre-registration requires a good population
1ist - something thst is unlikely.to ha available to you.,

In sum, although a good pre-registration system would
represent a great convenience for the workshop organizers, 1t is

not a wise idea to rely on the pre-registration data to @predict

attendance.




2. On-Site Regiatration, For on-site registration we suggest

the following:

‘a. HAve a cleérly identified registration area and/or table. '
Many pf fhése attending will feel 111 at egse.from the moment
Lhey enter the building. Hence, clear identification . of - the
workshop location‘ié esseﬁtial. Depending on the site you:-may be :
more oOr less restricted in~the plagement_ of signs, posters,
flyers, announcing ;he_locatior of thg yorkshop. Before you put
up such notices, check with the site supervisors. \

b. As the participants arrive,. we suggest that they should

"sign-in" and provide the following information.to you:

~ Name
Home Address ' . - !
Home ‘Phone # ' v . o
< A copy of this form is attached in the Appendix (page A-23).

This information will be usgful later in getting an accurate
attendance count. Although detailed background forms will be
distributed to the participants, the fikelihood of Oeveryone
filling them out is very small.

c¢: There should be a régistration subervisor as well as.one
.0r more.additional people to:make sure that all get negﬁatered:
If those working the registration desk are multi-lingdal, ~it is
clearly an advantage. A

d. At registration, the packets of materials for that hay's;
workshop ought to be diékributed. The packets ought to be pre~’
assembled éo that you are sure that 'all the participants will get
all the materials. If the packets are not pre-assembled,” the '
probabilityuthat partiéipants will get a partial set of materials

- {s a near cértainty. If materials arrive late, 1is should be the

job of the people working the registration desk to make sure ﬁhat . -

2'7
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nll phrrlclpunta-gct the materfals ("late" materials also Include
those  mntevials that gypenkers bring with them and would like to
distribute just hefore thelr presentatlons ~ such kind  of .
distributions are  not desfrable from an organizational
standpoint). The packets ought to contain the following:

agenda/program

summaries of the day's presentations

background information form - T,

name tag (may bg done at registration tabie) o

information handouts '

workshop evaluation form

paper/pencil o, ,

3x5 ‘cards for questiofis - . P

C. Question and Answer Sessions,

The participants will have questions about the material that:

"the‘ speakers presented and did not present. There are. several

methods used to handle the question part of the workshop.

I. Open Microphone Method. In this method, there would be

“one br more microphones available for the participants to ask

4
e " U v

questions directly,bf the 'speakers. The main“agggggﬁge QfJWPhiim__u. B

e

e

method {s 'that it allows the ;" ‘ker to clarify ambiguous or

otherwise unclear messages. There are several disadvantages

k]
*

assoclated with.the method:

~ those who are more extroverted are more likely to ask
questions L . :

- questions may be too specific for a general audience
(e.g., the ins and outs of dealing with a particular city
department with regard to a speclific problem of a specific
business ' o

= microphone congtrol .(some people just love to talk)

= not all who have questions will get to ask, and hence will

* not get angwers. L ' '

- ! v

2. Question Card Method. 1In this method, participénts are
glven a number of 3x5 or 4x6 cards on which they can write .their
questions. These cards are then collected at the end of each

presentation, After a brief period of sorﬁing and review (perhaps
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3=5 minuten), the moderator nuks a nerlen of queationn that are
Judged to ha mont aulted for the andience. Thin method eliminates
most of the problems associated with the open-microphone method.

Two disadvantages are noted:

- participants with limited language ability many be unable
to get their questions across clearly

- the method requires some "dead" time while the sorting
process takes place

One way to feduce the problem of dead time is to have some
questions + prepared in advance. Heve these questions asked while
the others are being sorted and reviewed.. Two other things  of
note about this method: all questioqs should get a repiy'f‘eithequw
oral or written. Second, keep ttack of the questione asithey'm xﬁ
be useful 1in designing future workshops- (e.g., 1 there eté‘ a- T
very ‘large .number of qeestiqns abeut. the 1ins andgedﬁt;.etr
franchising, perhaps a workshop on franchising ought to take

place.

. _D. Forms and Forms Return o _wq,f ,,-~»*/’k _____
o T ; AN "‘""'y\" N

-~~Inw~order~wte—~have~_a-bettenhmunde:standing__xui. those_«uho“il,;“,wﬂzim'ﬂ
attended th. workshops, and to help design better workshops,
1nformation can be collected from the participants. Attached in 'mﬂ
the Appendix (pages A-24 to A~ 27) are copies of the "Background
Informatien Form" and the "Workshop Evaluation Form." Whether or
not you use these or similar forms depends on your own particular
needs.

As was noted above, not all respondents will return their
‘forma. Our workshop had a 60-70% forms completion rate and this
was after Vrepeated and paseionate.exhortations to return the -
forms. One method to increase forms return that we think mey be
_auccessful (although we have not yet tried it), 1is tomgffer the . . < k

participants somethirg in return for £illing out the ' forms.A’We ST

. 4]




suggest that you announce that In order to recelve a certificate
of completion, the participants must t111 out and return the

forms. This should Increase the return rates.

III.‘FOLLOW-UP ACTIVITIES
Three areas of follow-up need to be considered: certificates
of complétion;,question responses; and, personal assistance.
A. Certificates of Completion. As tﬁis 1s a very credgntial-

oriented sobiety, we believefthat giving some sort of completion

certificaie,is appropriate. In addition, such a certificate may

be useful in getting assistance.. from lending agenéies
(demonstrates some level of business skill). Attached 1in the
Appendix (pages A-28 to A-29) is a copy of the certificate that

was sent out from our workshop. One particularly good use of the

registration data 1is in determining who qualifies for a _'

certificate of completion and who-does not. 'Depending on the
numbér of wgrkshopsﬁ &ou may require attendance at all of the
workshops™ (1f few workshops) or at most of the workshops (if many
workshops). )

B. Written Question Resbgnse. If \you employ the question

card technique, you ought to'provide written replies to those

questions that could not be answered in the workshop.
C. Personal Assistance. We have found that after the

workshops, a number of those who had attended will seek more

Apersonal assistance at later dates. There then is a question of

how to deal with this eventuality. The best option is to be
forewarned of this and figure this into your budget. - It i5 then

possible to hire someone on an ad hoc basis to deal " with

individual cases. If it has not been planned for, then one:



_possibility s tn,unn&rhe-ﬂprvionﬂ of those organizations whose

‘ function s to provide business - counseling, The two most

impqrtant of these'organizétioﬁs are the Service Corps of Retired
Executives (SCORE) and the Small Business Dedelopmqnt Centers
(SBDC) located at various colleges and universities around the
country (the location of the closest local SBDC can be learned
from the SBA). In any case, provision for case by_case counseling
ought to be made, since the demand for the service will follow

v

from the workshops.
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West Ches‘t.ér, University

»

SMALL BUSINESS SEMINAR
| HOW TO OPEN AND RUN A SMALL BUSINESS
P ' | SERIES 1, WORKSHOP 1

Date: Saturday, March 3, 1984
Yime: 1 to a::q o'clock p.m.

Location: University City Sheraton
36th and Chestnut Streets
Philade;phia, PA 19104

“Admission: Free. Space is limited
: .80 please come early.

Parking: 75¢ at the Sheraton . ' ‘ )

who Might Attend: All people 1ntere¢ted in opening,
: . expanding, or running a successful

business.
PROGRAM
'1:00 P.M. - Registration .
1:30 P.M, - Introduction of Program: Mai Tuan, Marketing Department, AMTRAK.
- Welcoming Remarks: Kenneth L. Perrin, Ph.D., President,
- West Chester University
- Moderator: Xhiet Trankiem, Product and Licensing Manager, E.I.
DuPont de Nemours and Company, Chairman of the Board,
vietnamese Chamber of Commerce, Greater Philadelphia.
Speakers
1:45 P.M., - How to Select a Business: Joseph M, Thorson, Ph.D.,

Management chSUI*ant. SBA SCORE President, Greater West Chester
Chamber of Commerce, '

Appropriate Legal Format for a Small Business
Licenses and Permits: Jeffrey Krain,: Attorney at’ Law, Krain,

Heslin, and Lam, Philadelphia.
3:1% P.M. - BREAK
3:30 P.M,

- 2:30 P.M,

Tax Consideraticns for & Small Business: Carl Smith, M.B.A., CPA, .
Professor of Azcaunting, West Chester University, Tax consultant to
Small Business,

4:00 P.M, - Questions anc C:ﬂment;.

4:30 P.M. - Adjournment.
PRESENTED IN COOPERA“IION WITH THE U.S. SMALL BUSINESS ADMINISTRATION
/ AND THE VIETNAMESEZ CHAMBER OF COMMERCE OF GREATER PHXLADELPHIA ’
. For f.c2~er information, please contact: .
Pr. Hung Manh C~. or Professor James A, Talaga
Project Director Marketing Specialist

west Chester University
el (215) 436-2649
(21%) 436-2304
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Date:

Time:

ueevw--o' o S0 0 -vlho.,

¥

SMALL BUSINESS SEMINAR .
HOW TO. OPEN' AND RUN A SMALL BUSINESS
' SERIES 1 WORKSHOP 11

Saturday, March 17, 1984 S ' ' Lot
1:00 to 4:30 o'clock P.M,

Location: University City Sheraton

36th and Chestnut Streets
‘Philadelphia, PA 19104

Admission: Free. Space {s limited so

Parking: 75¢ at the Sheraton.

please come early,

who Might Attend: All people interested in 6pen1ng, expanding, o1 sunning a

1:00
1:30

2:30

3:18
3:30

4:00
4:30

Successful Small Business.

. PROGRAM
| .M. § Registration
P.M. § Introduction of Program: Ma{ Tuan, Marketing - ment, AMTRAK

§ welcoming Remarks: George Brown, Executive Di: or, West
Philadelphia Chamber of Cc¢ ‘ce,

§ Moderator: ©Or, fbng Hin, D.M.D., Former Pre.ir t, Cambodian
' Association of Greater Fhiladelphia,

Speakers

‘P.n. L] How to Promote and Market Your Product or Service: Wwalter P,

Chnndler, Jr., Senior v1ce President, L K.,Gray and Associates,
Inc, .

P.M. § The Insurance Needs of a Small Business° Anthony J. Hom,'Attorney.
at Law, M.B.A., J.0, ' .

P.M, § BREAK o

P.M. § Small Business in Ame;lca' A Personal Success Story: Ms. Julle
wong. .

P.M. § Questions and Comments.

P.M. § Adjournment. .. -

PRESENTED IN COOPERATION NITH;THE U.S. SMALL BUSINESS ADMINISTRATION.

AND THE VIETNAMESE CHAMBER OF COMMERCE OF GREATER PHILADELPHIA
Wl SUPPORT FROM U.S. DEPARTMEN! OF HMEALTH & NUMAN SERVICES
Contract #130-83-0015

/ ' For further information, -please contact: '
Or. Hung Manh Chy ’ or Profgssor James A. Talaga.
Aroject Oirector Marketing Specialist

West Chester University
Tel: (218) 436-2649
(219) 436-23040

A2 ""S";%' Business Developmenf Center




Date:
['i
Time:

Location:

West Chester University

SMALL BUSINESS SEMINAR
HOW YO OPEN AND RUN A SMALL BUSINESS
SERIES I, WORKSHOP III

Saturday, March 31, 1984 Admission: Free. Space is limited so
1:00 to 4:00 P.M, - please come early.

University City Sheraton Parking: 75¢ at the Sheraton.

36th and Chestnut Streets Who Might Attend: All people interested
Philadelphis, PA 19104 in opening, expanding or
y 8 Small Business,

PROGRAM .

/

-~

1:00 P.M. § Registration

1:30 PN, § Introduction of Program: Jameés A, Talaga, Assistant Professor of

1:45 P. M,

2:30 P.M,
2:43 P.M,

4:00 P .M,
4:30 P.M,

Marketing, West Chester University.

Welcoming Remarks: Or. Malinda L. Murray, Dean, Faculty of Professional
’ : Studies, West Chester University, '
“William Neary, Director, 9ffice of Refugee Reset-
tlement, Region III, Department of Health & Muman
Services.
Khiet Tran Kiem, Chairman of the Board, Vietnamese
Chamber of Commerce of Greater Philadelphia.

Moderator: Oung Vukhac, M,B.A., Vice President, Managemeht_nivision,
. Philadelphia National Bank, Former Vice Minister of Flnance,
Republic of Vietnanm,

SPEAKERS

Effective Record Keeping Systems for a Small Businéss: Peter Fackler,
M.B.A., CPA, Assoclate Vice President for Business Affairs, West ’
Chester University.

BREAK

How to Borrow Money? Where to Borrow Money?: :

. w1111|m1cannett1, District ODirector, Small Business Administration,

* Joseph J. James, Executive Director, Philadelphia Citywide
Development Cc poration and Deputy Oirector of Commerce, City of
Philadelphis. .

®* Robert Sanders, Loan Officer, Small Business Oivision, Philadelphia *
National Bank. ' '

Questions a..d Comments.

Closing Remarks: Or. Philip M. DeMoss, Director, School of Business
J and Public Affairs, West Chester University.

Adjournment,

PRESENTED IN COOPERATION WITH.THE U.S. SMALL BUSINESS ADMINISTRATION
AND THE YIETNAMESE CHAMBER OF COMMERCE OF GREATER PHILADELPHIA

taH SUPPORT FROM U.S. DEPARTMENT OF HEALTH & HUMAN SERVICES

"Cont:lct #130-83-0013
For further lnfarmat}on, please contact:
Or. Hung Manh Chu, Project Oirector: (219%) 436-2649

Professor James A. Telaga, Marketinn Specialist: (213) 436-.23Q4
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Nomonlioan Lanpgunpe Miogian

West Chester University
Department of Business Administragion

Anderson Hall | | | - West Chester, Pennsylvania 19383
(215) 436-2304/2261 .

SIMINAAR KU SAABSAN GANACISIGA YAR YAR
SIDA LOO FURO LOONA MAAMULO GANACSIGA YAR YAR

CASHARKA I, QEYBTA .1l

MALINTA:  SABTI, MARSO 31, 1984
WAQTIGA: 1:00 ILLAA 4:00 PM '
MEESHA: University City Sheraton : *
36th 1iyo Chestnut Streets
Philadelphia, PA 19104
GALITAANKA: LACAG LA'AAN.
BAAKINKA: 75¢ SHERATON
YAA IMAAN KARA: DADKA DOONAYA INEY FURTAAN,
WEYNEYAAN AMA MAAMULAAN
GANACSI FAAIDO LEH.

- BOROGARAAMKA

ISRAJISTARGAREYNTA '
FURITAANKA BOROGARAAMKA: James A. Talaya, Assistant Professor of Marketing,
West Chester University.

SO0 DHAWEYNTA DADKA: Di. Malinda L. Murray, Dean, Faculty of Professional
Studies, West Chester University. '
DEXDHEYAADIYAHA: Dung Vukhac, M.B.A., Vice President, Management Division,
Philadelphia National Bank, Former Vice-Minister of Finance, Republic of
Vietnam. '

— s
w O
oo
2 2

- DADKA HADLAYA , 4
1:45 PM XISAABAADKA KU HABOON GANACSATADA YAR YAR: Peter Fackler, M.B.A., CPA,
Associate Vice-President for Business Affairs, West Chester University,
IYO LATALIYE GANACSTADA YAR YAR.
NASASHO : ‘
SIDAAD U DEYMAN LAHEYD LACAG? MESHAAD KA DEYMAN LAHEYD LACAG?:
William Gennetti, District Director, Small Business Administration.
- Joseph J, James, Executive Director, Philadelphia Citywide Development
Corporation and Deputy Director of Commerce. City of Philadelphia.
- = Robert Sanders, Loan Officer, Small Business Division, Philadelphiia
National Bank.
SU'AALO IYO WAX KA DHIHID, :
XIRITAANKA: Dr. Philip M. DeMoss, Director, School of Business and Public
Affairs, West Chester University. .
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WfXAA SO0 DIYAARIYEY U.S. SMALL BUSINESS ADMINISTRATION .
IYO U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES. ‘
: CONTRACT #130~83-0015

. ~ WIXII AKHBAAR AH LA SO0 XARIIRA
Dr. Hung M. Chu AMA Professor James A. Talaga
Project Director Marketing Special:ist
(215) 436-2649 (215) 436-2304

WEST CHESTER UNIVERSITY
AMA KHIET TRAN KIEM, PROJECT COORDINATOR

A6 37




Cbnottan leangunpe. I"l op1an

West Chester University

Department of Business Administration

Anderson Hall , (}Vc st Chester, Pmnsvlmma 19383
(2[5) 436-2304/2261 OJ'HNQPJJ‘JJ .hJ-).h%tﬂS JM’)H’D
. 'Nﬂm»l&o VR /:.oa.,.ma.. u;: .nc?.uau
. - v o un/) win 3. e . J o
D °3I’0 'g'u-um# masz, 19 Py | ‘ n’m,_yu Wy, sy Yy w;mu?/ w
' | e
- feaa , /:00 ?;'7 yeov ") M ehnah: LS' () SAem.fM
| 'ﬁpmzn" Wit oW UIDY Cal‘y S‘Aemﬁn Q,;,; m-" mn7umu m\aﬂa o
| ’]»N J‘% v 218 C/)esrﬂwf .mu:fn/m: 2LV ./n’v;l?f nau’fa'
k?mmwz;/, ta 110y " R I
Lo 7, Ry vyl . . | .
/ /mc‘/ / ) ¢ .
30 Pm o: mgUnJ.mu j;!mes' ﬁﬁ/ja. c,ao 01w ahy mua’/ .6 a? NIV Y O Wi
' waat :

-48,1;91 :‘JLJH/D d)f' f’h&,mlc._ L. Mu.rnu’ ng N ar an.&sua’m 01;}3,}

ﬁ.h:nﬂ .u:m:’en LAY U'ff'e‘(“t‘— . ,
-cmaJJnu ._bu.nj Vikhae ,M.0.A4. S-yt/'wu a: ucanmu h:uiw

2, Lphe Nediomed o'm o ,,yw;.fww,i, s 9.4 Pl

AU AR -~ o i
IS'N

- ?no@krﬂaklw M.B.A" <Ph

l: 48 ﬂ/v; r\y:ﬁ?-md Fh&? MU men a;
57(/ v Jzo)wm: JM\O 24w o aotn oSy Wal elselos va: /fy.um 5 7»«
i
|
\

N6 u2G, ‘)
z:;opm. aamu

')
2:u5Pm. azn-mu 9:49:., M T YV vq'y f./utneu wWilliam &"mﬁ, W nay /..u} e
VSMN zn.r 40'()-119&/
Jo.s J'Ja.me_g p,:.u.n 47 TYV am Wmuu/-a HO/'m.u mu Mas )y 7412

/;9 f}) M‘)urgf , 9

R" F Samelers 7 T Jowy Omn w088 1eg pﬁ

: Voy 2 : la
P Phb 5 ,b ‘ ‘ y 5m )0/ o’
q._av;’). 4-'»77,,., Y Q;,.Un;?.no;.u/h%'
L:307m. masn MUSVID ?«nu or. %J

e 354“‘»301 DSy Wet

[ 4

M. .Danoss’ %JUHI ﬂ/Jp G.QS‘ Ad‘(\) "a: ?/.t,ﬁ

: ..'?u .DJNN . %_ O / ‘
or. #umi Mankh che 9 m:ﬂ RV D: 3N M/? NS th . !
0. Yovat 197 mal us W Jamey 9?)—‘«[‘-0’“‘ 7‘v°, ki Trem Jerom

BOha s ~nye W iom.

(2’7) Ub “L"'lf Faoas A7 ” - 38 |

S
& wi wﬁ’m.u My aTen.




('muhmH A hoagiage ogam L e

Vy
LGetn ke g, cigtarly wel g
IQMWE/,‘?:_ g 3
. .z s/l am 4% 7:5' D -
_uFam s \V&e '7/ \/§7 ¥ e h‘vns'q'.:cj ?/gvafyw?.“u.

cms 0. 00 mrﬁ‘.r :_/l | |
cﬁi 6). mo . "y r-‘ L YN c.n%\l'}' L-"

\
|
| w220 « '}rc«f‘ E’m 19 337 9"“/5
’
|

TM Ao P9 e \a':hr ¢ r% -

(UL da R ’*"Y”"a" %7
m,pr:ga: i 2 el FEY ”e,@.ﬁrzf 245
yg Qf@a 519

60’65'»9 L Weud 9.00 s o7 £HN 4. N0 Jc@.& ‘

Iecksb: vasasla 4 CIT, SHERATON ,{'—15%‘9‘.9:&9 mb )’ff g‘;g,g; ‘
~ 73 |
3’@,9 ¥ |

Q

‘ i/‘ AL oW “"{ ~ :_n,nr SwERATON

A

W~ omeor T

ﬁ;»‘f z-ﬁv%womfiz. 3w fME N ey mFFE

dﬁ_f%‘? ACR T 2:\1',‘. ap @Jj 6‘3‘:‘

t‘a'sf 6).47 H&'D c:in} M :.R'# ¢V €mR t“n/; '5'5'75' .
tm? ~ .o :z/w.‘J AT mMru 7 chew emw cré s
w§ m. o& n'wcw‘i

s 0070 o em w97 e e Y
end b .o rﬁf/r X Wfrfmfuhe.-
_r'm'.'f L .omo- TU

S
5‘]0 C % &t S chw UG SMALL B uSIVESS ADM IWISTRATIO!

s’m% ~ ‘)x"‘?'mo’ﬂé’-cd§
¥y .;2.: > ,z%n oF X5
1){3 Huuq HMm C’n/u W Mé"\y’ JAMES A, IALAGA

-MRMY?/)MQ nfa 3 .?J .wn A B
(98 ) bomd v\d?(‘ &m ~v ook

PUNDI‘.D ‘@Y DEPARTMENTOF ne‘ uuumsmwces CONTRACT® 130-83- 0015

A8 - - 39




Vicetnamese Loanguage Progiam

West Chester University .

— e o — — - 4 b b Y6 e e

Department of Business Administration - : vy
An;:{mon Hnlfl' . West Chester, Pennsylvania 19355

(215) 436-2304/2261 o
-'f ~© HOI THAO TIEU THUONG:
LAM THe Nao De Bat Dau va Dieu -Hane Tieu THuone.

KY 1 - KHOA 111

NGAY G10,_ : Thu bay, 31 thang 3, 1984, Tu 1.00 dén 4.30 chieu. | 1
1A O1EM  : Sheraton University City, Center Suite, duong Chestnut vd 3éth, S
. ~  Philadelphia, PA. L ‘ ’
VAO CUA : Mién phi. Cho“ngod gidi han, xin-dén som giu cho._ ,
PAU XE - : 75 cents tal garage cua Shergton, £94 vo tren’duong 36th khoang giua
o Chestnut vd” Ludlow. ' |

" THANH PHAN NAO NEN THAM DU? -Nhung vi co y dinh "vao" thuong mai hoac dang co co-
80 "thuong mai m& muon didi hdnh hay phit trién huu-hieu hon deu duoc
hoan-hi moi tham du. , ‘

CHUONG TRINH

- 1.00 * Ghi danh, dien bang tén, vdo_ phdng hop. :
1,30 * Gioi thieu chuong trinh. Giang-au James A. Talaga,fai-Hoe West Chester.
> * pién vdn chdo mung- Giao-su Malinda L. Myway, Ph.D., Khoa-twong phan-""

khoa Chuyén-M3n, Dai-Hoc West Chester.- Ong William Neary, Giam-doc
co-quan dinh-cu vung 111.- Ong Tadn-Kitm-Khiet,Chu-2ich uy-ban quan-.
W~Phonih'r.hudng-uc;4 Viet-Nam tai Philadelphia va Phu-Can. _

* Chu~29a khoa hoi thdo. Ong Va-Khac-Dung, Phd_Chu-tich Ngan-Hang, .
Plgdaﬁuphia National Bank, Nguyén Thu-Truong B¢ Tai-Chanh, Viet-Nam
Cdng-Hoa. '

~ THUYET TRINH VIEN
1.45 * |dm Thé Ndo D¢’ Th,i.é/'t-l.cip Mot Hé-Tho»;g Ke-Toan Huu-Hieu Cho Tieu-Thuong?
Glang-4y Peter FackZen, W.B.A.,C.P.A., Phu-ta Pho Vien_truong dac Lrach
Tdi-Chanh, Dai-Hoc-West Chester, Nguyen Co-Van Tai Chanh cho tieu-thuong.

2.30 * NGHI GIAI LAC | .

; 2.45 * Yay Tién Lam Thuén%-Mai-,La'm thé ndo dé vay tien va vay tien o dau?
; , -Ong ennetii,0iam-doe mien,co-quan Tieu-Thuong Hoa-Ky.
| : -Ong Joseph J. James, Giam-doc co-quan Xdy-Dung va Phat-Taien Thanh-Pho,
| , hiem Pho Gian-dé¢ co=-quan Tdi-Chdnh thanh pho Philadelphia.
' . -Ong Robert Sandens, Chuyén-Vién Ngan-Hang dac-trach cun-xet ho-s0 vay
tien cua tieu-thuong, Pz.daduphi.a National Bank.
4.00 * Gii-Dap Thac-Mac -
4,30 * Dien-tu Be-Mac. Giao-su Philip M. DeMoss, Ph.D., Giam-due truong Hanh-
. g’l‘ﬂhi%jan-m‘é vd Ke-Toan, Dai-Hoc West Chesten. ‘

Khoa hoi-thac nay duce fo-chuc vd Chuc hieit do Taung-Tam Phat-Ticen T{cu-Thueng,Vat-
Hoe West Chesten,phii-hgp vdi co-quan T.{éu-Thuong Hea-Ky,cd-quan Dinfi-Cu Hoa-Kiy,va == -
su cong-tac cua Phong Thuong-Mad Viet-Nam tal Philadelphia va phu-can. '
o . CAV BIET THEM CHI-TIET XIN LIEN-LAC '
FRIC pr.Ciuc Manh Hung .Glam-doe Chueng -Tadnh ! Ging-su  James A, Tataga
A T pien-Thoads (215) 436 pg 4 436-2304 4
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Fleid Offices—Smail Business Administration e o 2008 o e 00 477 Mergan Ave
2. : ) \ . scancy) BM 220 W Washngur 3
(A" Regonel Adrmurmpirator; DO: Dwtrict Dwector; BM: Branch Mansger, OIC: Ofcer-in-Charge) : inchanapohs. Ind. 46204 Robart General, DD’ $78 N o.mw.-..’é.
- i ' Soutn Bend. ind. 46601 .(Vacancy} BM 5§01 € Morvoe St .
: Regon Offiear-in- Charge Address . Eww M:Va'ﬂgzﬁm %u'mc: ch‘)n.'c oD 212 E Washingios dve
. | Soston, Mess 02110.  James H Angevine, RA- 00 Batterymarch 8L ' A dwaukee, Wis 53202 "'"”'nq"l ) McManon, BM m: mw“
. Sceton, Mara 02114 John Mcially, 0O 150 Caveewey 8L : Mnneepchs, Man 55403 Getso C. Moreno, DD 100 N 81 St
Sprngheid, Mass. 01109 Vinoert Mineo, OIC 202 Fagh BL : Vi Dsltas. Ton. 75233 Reynaido M Lopez. RA 1720 Regal Aow
B Auguste, Memne 04330 Thomas McGdscuddy, DO s Hgh o _ . Deltas, Tex. 75242 James 5. Reed, DD 1100 Commaerce 5.
Conoord, NH. 0301 Bert F Toagus, 0O g Mershal, Tex. 75470 George Lews, OIC 100 S Washngior 51
Hartbord, Conn. 06108 (Vacaicy) 0O | = e Fort Worth, Tex. 70102 (Vacancy) BM- : W e
) Montpeber, V1. 08802 * Duwd Emery, 00 ;nu.u“ v Houston Toinn:;:' e m""’ S0 M e E
Provedence. A1, 02900 . ) . :  To. ross, DD 2525 Murworh &
. W New Yok, N.Y. 10278 :-H:'nm. - Mmoo : :wm l::n ) : mumnﬁ %ol revoy-S g . 120 W Caody v
y New Yot N.Y. 10278 Herry T po ] ol P Ty 'T:-. 77;4.%1 Phulsp O'Jibway, DD 1205 Tevas Ave
Mo, N.Y. 11747 Waler Loavit, BM 33 Prnelewn Rd Heringen, Tex 78850 Dxch Vaidez. BM 4100 Ro Brave
Weio Mey, P.A 00819 ) . _ . Tan Rodney Matn, DO o 222 € van Bues 31
Wilired Berviax.-Aobies, DD Carios Chardon Ave. Coipus Chnst, Ten. 78408 Miguet posre
SL Thomea, V | 00801 Lionel G. Bagtete, OIC Veterans DV New Oriess, Lo 70113 Yoo Asovese. DO 100 reomad e
. Nowary, N.J. 07102 Antrew Lynch, DO 970 Broad 3._ Shreveport, Il; 71101 Jorry Tanne: DO 1331me A
Camden, N.J. 08104 Josaph T. Ferrscola, OC 1000 E. Davie St Oklshoma Cay, Okie. 73102 Acben 8a#, DD 200 1w 1
At J. Wiaon Hareon, 00 100 8. Glon ¢ © Tusa, Ok 74103 (Vacancy) OC T W Foun &
Sufelo. N.Y. 14202 Fraviim J. Sciorsno, BM 111 W. Huron SL San Antorvo, Tex. 78208 Juho Petez, DO : 727 € Dwr ed
Enwe, N.Y. 14801 Jomes Crisivlaro, BV, 100 Clomens Contar Plowy. Ausen, Tex. 70701 Stan Rutiand, OIC 300 € Dl'h.sﬂw
. Alnarw, N.Y. 12207 Danisl 8. O'Connell,OC 448 Brosdway Vi Kansas City, Mo. 64108 Wibam A, Powell, RA ouwm‘
Pochesier, N.Y. 14014 F.Potr Filen, OC 100 Siate 8¢ Kansae Cay, Mo 64108 - Pawck Smythe, 0O 110 Grance Ave
W Prdadegree, Pa. 19004 Poter Torpak, Jr., RA 211 S Assphe Rd. Bela Cymwyd + Sponghed. Mo. $5808 Shetoy Siaughier, 309 N. Jetterson &
Pritadelphus, P 18004 Wilarn Gannest, DO 231 6. Assphe Rd., Bela Cywyd Cage Guardenu. Mo, 63801 Jerry Markn, OIC 721A N Maw St
Merratrg, Pa 17101 Kanngth Olson, BM 100 Chestnut 3¢ Cader Rapds. lows 82402 Relph Potter, DO 373 Colrm Ad WE
- Wikae Barve, Pa. 18701 John Soholowshi, BN 20 N. Ponnt Ave - Dea Mones, lows 50209 Contad Lawior, D0 210 Wairadt St -
- Waimington, Del. 19801 John Wilame, BM 844 king 5t ' Omaha, Nebr. 68102 Rk Budd, DO 19th ant Farnum N
o Batwnors, M4, J. Amoid Felmen, 00 0000 LaSake Rd, Towson 21204 SL Lous, Mo. B3101 - Robert Ancrews. 00 015 Ome St
Rer » Clarat:~r, W. Va, 28301 Marvin Shetton, OO 100 N. 3 8. ' ' Wicivia, Kane. 07202 Clayton Huner, 0D 110 € Watermar St
Chariesion, W. Vs 25301 Edward Zmmerman, BM * - Chareston Natonal Plaza . W Dower, S0k, Mo Gortos R. Suarer. AA 1408 Corme St
Prtsburgh, Pa. 15222 Josaph Kopp, DD 980 Penn Ave + Derwes, Colo. 80202 Doug Geaves, DD 721 199 SL.
Richmond. Va 23240 M Hawiey Srwth, DD 00N, .m"s" . Casper, Wyo. 82601 Peaul Nemetz, DD 100 € B St
Waahingion, DC. 20417 Bernwd Layne, DD 1111 180 St NW Fargo, N. Dak. 56102 Aobert Pinkerion, DD 657 2d Ave.
IV Auanta, Ga. 30187 Meker A, Widenwe, A 1375 Paachiree St Prvorpeiy Sulid Jorn Cronholn. DO - " * 301 . Park Ave
Atarta, Ga_ 0309 Clarance Barnes, 0D 1720 Peachiree Rd L Gy, e o Kent Moon, 0O 1285 Stae 5t
Sialesboro (8. 30488 - Charies F Henderson, OIC 127N Man St Falls, 5. Dak. 87102 Chester Lesdom, DD 101 5 Mamne Ave
Berrangham. Ala. 35208 James Barksdale. DD 908 § 201h Sl. X San Frantnco. Cald. 94102 wronemares Castilo, RA 450 Goiden Gae Ave
Charotte, NC 28202 Latry Chenry, DD 230 S. Tryon él San Frm, Cait. 94108 (Vacancy) DD 211 Mam 8
Greenviie, NC 27834 Mcchae! J. O'Calaghan, OIC 215S Evans St : Fresno, Cal. $3721 Pater Bargn, DO 2202 Morvierey S
o6 & 30201 e e st Secramento, Cad. 93814 . Walker W, Hl, OIC #40J 5L
Jachson, Miss 39201 (Vacaney) DO 100 W Cepital St. Las Vages, Piev 88101 Robert Garett, DD 301 € Stewart
Bhox Miss 39590 D Mike Shetton, BM 111 Fred Maise Bivd Reno, Nev. 89503 Roburt L. Dawe, OIC 50§ Vepra St
Jachsonville Ria 32202 Douglas E McAllster, DD 40 W Bay St Honolulu, Hewse 96830 David Nakagaws, 0O ; -300 Ala Mona
Lowavile, Ky 40201 Biliy wells. DD 600 Federal Place Agana, Guam 98910 ' Jose M. L. Luan, BM = Pacric Dady Nenws iag.
Mam, Fla 23134 John L Carey, DD 2222 Ponce de Leon Bivd Los Anneies, Cau 00071 Garsid Moma, 0O " 350S Fuueros
‘ Tamos. Fla 13802 John W Francis, OIC 700 Twigs St Sasita Ara, Cadd 92701 John §, Waddedl, BM 2700 N Man 5,
West Paim Beach Fla 33401 Roger Cospar, OIC 100 S Narciasus St Phoenw, Amz. 85012 Welter Fronsen. 00 3030 N Conves bve
Nashviie, Tenn, 37219 Rotent M Hecman, OC 104 Tamas Roberteon Prwy Tucson, Are. $8701 Richerd A. Schuize, OIC 201 W Congrew 5t
' Knonvile Tenn 37302 (Vacancy! OIC 5025 Gay St . San Do, Cant 92188 George Chandier, LD 880 Front SL
Mempnis, Tann 3810 Richasd A Castion, BM 167N Man St © X Saattie, Wash 58104 Stephen Hell, RA 710 24 Ave
vV Chicago. I 60804 Aichard D Durlun, RA 219 S Dearborn St Seattie, Wash. 08174 Maxine Wood, DD 915 20 Ave
Chicago 1l 0804 John L S.owih, DD 219 S Destborn Si. Anchorage, Alaska 99317 Frank Cox, DD 701 C SL
Springheid, 11 82701 Ph Aamos 4 Norn, Old State Capiol Plaza Farbanks, Alsska #9701 Sprague Carter, BM 101 121 Ave
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i ) ’ 4
L] )

Aruitoxt provided by Eic:

\)‘t ’ k ‘ N, b ol ' “»
ERICT 41 Faile VL8 g . 42
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Management

~ Assistance
Publu,atmns

The Management Aids (MASs) recommend

methods and techniques for handling manage-

ment problems and busmess operations,

Small Business mblmgraphles (SBBs) list key

reference sources for many business manage-
ment topics,

Starting Out Series (SOSs) are one page fact
sheets describing financial and . erating
requirements for selected manufacturing,

retail, and service businesses.

Mnnn;'cmcnl Alds

Financial Management and Analysis

—MA 1001 The ABC's of Borrowing

~-MA 1002  What Is the Best Selling Price?

— MA 1.003  Keep Fointed Toward Profit

— MA 1004 Basic Budgets for Profit Planning

— MA 1005 Pricing for Smal! Manufacturers

— MA 1.006 Cash Flow in a Small Plant

— MA 1.007  Credil and Cnllections - A

—MA 1008 Attacking Business Decision Problems With
Breakeven Analysis

— MA 1,009 A Venture Capital Primer for Smai! Business

— MA 1.010  Accounting Services for Small Service
‘Firms

— MA 1011 Analyze Your Records to Rednce Costs

. == MA 1.012  Prolit by Your Wholesalers' Services

~ MA 1.013  Steps in Meeling Your Tax Obligations

— MA 1.014  Getting the Facts for Income Tax Reporting

—MA 1015 Budgeting in a Small Business Firm

— MA 1018  Sound Cash Management and Borrowing

— MA 1017  Keeping Records in Small Business

— MA t.018  Check List for Profit Watching

— MA 1.019  Simple Breakeven Analysis for Small Stores

— MA 1.020 Profit Pricing and Costing {or Services

Plunning

— MA 2002 Locating or Relocaling Your Business

—~ MA 2,004 Problems in Managing a Family-Owned
Busineas

~ MA 2005  The Equipment Replacemont Decision

— MA 200t Finding o New Praduet for Your Company

—~ MA 2007  Dusiness Plan for Small Manufacturers

— MA 2008  Business Plan for Small Construction Firms

- MA 2008 Business Life Insurance

— MA 2.010  Planning and Goal Setting for Small
Husiness

— MA 2011 Fixing Production Mistakes

—MA 2012 ‘wlnng Up a Quality Gontrol Systemn

—MA 2010 Can You Make Money With Your Idea or
Invention?

—MA 2014 Can You Lease or Buy Equipment?

—~ MA 2015  Can You Use a Minicomputer?

— MA 2018 Check List for Going Into Business

— MA 2017 Factors in Gonsidering 0 Shopping Center

Lncation

— MA 2018
— MA 2,019

— MA 2.020
- MA 2021
- MA 2.022
— MA 2.024
-—MA 2.025

Insurance Checklist for Small Business
Computers for Small l!usiness-%rvk‘e
Bureau or Time Sharing

Business Plan for Retailers

Using a Traffic Study to Select a Retail Site
Hustness Plun for Simall Service Firma
Store Location “Little Things" Mean a Lot
Thinking About Going Into Business?

General Management and Administration

— MA 3.001
— MA 3.002
— MA 3.004
— MA 2.005
— MA 3.008
— MA 3.007
— MA 3.008
— MA 3.009

Marketing

— MA 4.003
— MA 4.005
— MA 4.007
— MA 4,008
-~ MA 4010
—MA 4012
-~ MA 4013
—MA 4014

—MA 4015

—~—MA4.086
— MA 4.018
—MA 4019
— MA 4.020

Organization and Personnel

—~ MA 5.001
— MA 5.004
— MA 5.005
— MA 5.008
— MA 5.007

MA 5.008

Legal and Governmental Affairs ;

— MA 8.003
— MA 8.004

. MA 6.005

Miscellaneous

-~ MA 7.002
— MA 237

" Developing New Accounts

Delegating Work and Responsibility -
Management Checklist for a Family Business /
Preventing Retai! Thelt

Stock Control for Small Stores

Reducing Shoplifting Losses

Preventing Burglary and Robbery Loas
Qutwitting Bad-Check Passers .
Preventing Embezzlement

Measuring Sales Force Performance

Is the Independent Sales Agent for You?
Selling Products on Consignment

Tips on Getting More for Your Marketing /
Dollar /,

A Priciog Checklist for Small Retailers
Improving Persona! Selling in Small Retail
Stores

Advertising Guidelines for Small Retail. ¢
Firms f
Signs in Your Business /
Plan Your Adverlising Budget *
Learning About Your Market I
Do You Know the Results of our i
Advertising?

Marketing Checklist for Small Retailers /

Checklist for Developing a Training Program
Pointers on Using Temporary-Help Servlces
Preventing Employee Pilferage

Setting Up a Pay System i
Stalfing Your Store ;
Managing Fmployee Renelita

Incorporating a Small Business
Sclecting the Legal Structure for Your ¢
Dusiness

Introduction to Patents

Assacintion Services for Smoll Business
Market Oversens With U.S. Gavernment
Help




— 1. Handcrafts

— 2. Home Businesses

— 3. Selling By Mail Order

— 0. Marketing Research Procedures

- 10. Retailing : .

— 12, Statistics and Maps for National Market Analysis

— 13. National Directory for Uss in Marksting

— 18, Recgrdkeepml Systams—Small Store and Service
Trade

— 18. Basic Library Raferencs Sources

—- 30, Advertising—Rstail Store

~- 31. Rateil Credit and Collsction

— 37. Buying for Retail Storea ‘

— 72. Psrsonne] Management

—~ 73. Invantory Managsmsnt ]
= 83. Purchasing for Owners of Small Planta \
— 86. Training for Small Business . N

— 87. Financial Managsmant

— 88. Manufacturing Management
— 89. Marketing for Small Businesa
— 80. New Product Development
— 81, ldeas Into Dollars

— 0101 Building Service Contracting

- 0104 Radio-Television Repair Shop

— 6105 Retail Florists

— 0108 Franchised Businesses

—. 0107 Hardware Store or Homs Centers

— 0111 Sporling Goods Store

— 0112 Drycleaning

— 114 Cosmetology

— 0115 Pest Control

— 0118 Marine Retailers

— 0117 Retail Grocery Stores

- 0122 Appars] Store

— 0123 Pharmacies

< — 0128 Office Products

— 0129 Interior Design Services

— 0130 Fish Farming

- 0133 Bicycles

~ 0134 Roofing Contractors

-~ 0133 Printing

— 0137 The Buokstore

— 0138 Homs Furnishings

- 0142 |ce Cream

— 0145 Sewing Centers

— 0148 Personnel Referval Service

— 0149 Selling By Mail Order )
—~ 0180 Solar Energy - :
« 0201 Brasksven Point lor Independent Truckers

Check to receive another copy of the following:

O 118-A List of Free Publications
3 113-D Liat of For-8ale Publications

#U.8. GUVERNMENT PRINTING OFFICE 1982 371-745/42%

call tell free $88-433-7212 (Texas only call 808-732-3901).

To get copies of the listed publications, check the titles you want, fill in your name aad address, and mail this order form to:

US. Small Business Adminisiration or

P.O. Bax 15434

Ft. Worth, Texas 76119

7N
o

Five (5] copy limit per publication requested. Requests for
more than five [5) copies of a publication must be sent to the SBA

elice:

N

District Office nearest you. Please give the reason you need more than five (5] capies.

Name

{Please Print or Type}

Street

"CityrState/Zip




BIBLIOGRAPNY

On  Lthis nnq.{hv NeXL LWO papes i a 1tht of materials  that
were distributed during the three «ctraling sessions .held in
Philadelphia, Thcsa icems are listed here as suggpestions as to
what can be used for the workshops. All of these materials were
acquired in ‘quaptitﬁ. at minimal cost to the conference

1
g

organizers.

First Session
Each person 1in attendance was g;ven a packet of materials
which included the following items: B |
-"U. S, Small ﬁusiness Administration Guides:

"ldeas into Dollars" Small Business Bibliography #91

"Thinking About Going Into Business?' llanageuent Aid.
#2.025 g '

"Checklist for Going Into Business" Management Ald #2.016

"Problems in Managing a Family-Owned Business" Management

"Incorporating a Small Business" Management Aid #6.003

"Selecting the Legal Structure for Your Firm" Hanagement
Ald #0.004 :

~ State of Pennsylvania Guide

"Starting A Small Business in Pennsylvania'

......

All




Second fennton
\

Lach person was piven a packet of materfals that tncluded

the following:
- U.S. Small Business Administration pamphlets:

' "Harkecinb checklist for bmall hetatlers," Manabewent Ald
#4,012 .

"Advertising CGuidelines for Small Retail Firms,"
Management Aid #4.015

"Signs and Your Business,'" Management aAtd #4.010

‘"Plan Your Advertising Budget,”" Management Aid 4,018 .
"Learning’About Your Market," Management Aid #4.019

"Advertising - Retail Store," Small Business Libliography
#20 4

"Simple Breakeven Analysis for Small Stores,” Manayement

Aid #1.,019

"Factors in Consideriug a Shoppinb Center Locacion,
Hanagement Atd # 2.017

"Using a Traffic bcudy to Select a Ketail Site,"
Management Aid #2.021

"Store Location: °Little Things® Mean a Lot," Management
Ald #2.024 .

"Marketing Research Proceedures,'" Small. Business
Libliography #9

"Marketing For Small Business.' Small Business
Bibliography #89

"Insurance Checklist for Small Business,"” Management Aid
. #2.018

"Bbusiness Life Insurance," Management Aid #2.009

1

"Hanaging Lmployee Benefits,” Management Aid #5.008.

"Effecetive DBusiness Communication,” Small Lusiness
Bibliography 92

"Fact Sheet = To Apply for a Loan"




Q

Third Sesnton

Lach person attending the session veceived a packet of
materials containing the following items:
- UsS. Swmall Business Administration pamphlets:

"Accounting Services for bmall Firuws," llanagement Aid
#1,010 '
'"Analyze Your Records to Reduce Costs,"

llanagement Aid
#f1.011 :

i "3 eps 1n.neet1ng Your Tax Obligations,'" Management Ald

013

"Getting the Facts for Income Tax Reporcting,' lanageiment

Aid #1.014 y
"Budgeting 1n a Small Service Firm," Management Aid #1.015

L "Sound Cash nanagenent and Borrowing," Management Aid
. #1.,016

"Keeping Records in .Small Business,'" Management Aid #1,017
"Attacking Business Decision Problems w1th Breake'en
Analysis,' Management Aid #1.008

} " "Locating or Relocating Your Lusiness, Management Ald -

! . #2,002

"Business Plan for Retailers," Management Aid #2.020

3usincss Plan for Small Service Firms," Hanabcnent ALd
2.022

"Preventing Retail Theft," Management Ald #3,004

"Preventing Burglary and Robbery Loss," Management Aid

#3.007

"Parsonnel Management," Small Business Bibliography #72
"Your Business and the SBA"

~- State of Pennsylvania pamphlet:

"Small Business Planntinyg Guide"

Al5




ALABAMA

Jamie Etheredge, Dir.
Off, of Development
135 S. Union St.
Montgomery, AL 36130
(205)832-6980.

ALASKA

Richard Lyon, Commissioner

Dept. of Comm. & Ecqn.
Devel.

Pouch D

Juneau, AK 99811

(907)465-2500

ARIZONA
Bob Hathaway, Dir,

- Development Div.

off. of Econ, Planning & Dev,
1700 W. Washington, 4th Fl.
Phoenix. AZ 83007
(602)255-5371

Larry Landry, Executive Dir,
Off. of Econ. Plan. & Dev,
1700 W. Washington, 4th Fl.
Phoenix, AZ 85007
(602)255-4331

ARKANSAS

Dave Harrington, Dir.
Industrial Dev. Comm,
One Capliol Mall, 4¢c-300
Little Rock, AR 72201
(50!)37!-2052

Jo Luck Wilson, Dir.
Dept. of Parks & Tourism
One Capitol Mall .
Little Rock, AR 72201
{301)371-2538

CALIFORNIA

Christy M. Campbell, Dir.
Econ. & Businesy Dev. Dept.
1030 13th St., Suite 200
Sacramento, CA 95814

- (916)322-1394

COLORADO

Steve Schmitz, Dir.

Div. of Commerce & Dev,
Dept. of Local Affairs
1313 Sherman, Rm. 23
Denver, CO 80203
(303)866-2208

CONNECTICUT
John J. Carson,
Commissioner
Dept. of Econ. Dev.
210 Washington St.
Hartford, CT 06106

(203)566-3787:.

l.4at of State Commerce DNepartments

COMMERCE

Responsible for economic growth through expansion and development of industry, tourism and trade.

FLORIDA

Wayne Mixson, Lieutenant
. Govemor

The Cap

Tallahmec. FL 32301
(904)488-3104

OEORGIA

George G. Berry,
Commissioner *

Dept. of ind. & Trade

1400 N. Omni Intl,

Allunla. GA 30303

(404) 656-

HAWAIL

. Kent Keith, Dir,

Dept. of Pian.'& Econ. Dev.
P.O. Box 23%9

Honolulu, HI 96803
(808)548-3033

IDAH

Davnd Poner. Administrator

Economic & Community
Affairs

Off. of the Governor

State Capitol

Boise, 1D 83720

(208)334-2470

ILLINOIS

Michael T. Woelffer, Dir.
CoAn}?urce & Community
222 S. College St., 3rd F1.
Soringfield, IL 62706

£ 17)782. 7500

INDIANA

John M. -Mutz, Lt. Governor
333 State House
Indianapolis, IN 46204
(3172324545

IOWA

Andrew Varley, Chairman
Commerce Comm.

Lucas State Off. Bldg.

Des Moines, 1A 30319

“(s19)281- 5167

KANSAS

Charles J. Schwarte, Secretary

Dept. of Economlc
evelopment

503 Kanus Ave,, 6th Fl.

Topeka, KS 66603

(913)206-3481

KENTUCKY

Carmll Knicely, Secretary
Commerce Cabinet
Capital Plaza Tower
Frank(ort, XY 40601
(502)564-7670

Al6

* LOUISIANA

F. Ben James, Secretary
Dept. of Commerce
P.O. Box 44185

Baton Rouge, LA 70804
(504)342-5359

MAINE

"Leslie Stevens, Dir.

State Development Off,
Executive Dept.

State House, Station #59
Augusta, ME 04333
(207)289-2656

MARYLAND
JerryL McDonald, Program

Busincss & Industrial Dev,
Econ. & Community Dev.

Dep
1748 Foml Drive

Annapolis, MD 21401
(301)269-3944

MASSACHUSETTS

Ernest A. Lucci,
Commnssioner

Dept. of Commerce & ch

. Off. of Econ. Aff.

100 Cambridge St., 13th Fl.
Boston, MA 02202
(617)727-3218

MICHIGAN
Ratph J. Gerson, Dir.
Dept. of Commerce
Law Bidg., 4th Fl,
P.O. Box 30004
Lansing, M1 43909
(817)373-1820

MINNESOTA

Mark Dayton, Commissioner

Dept. of Energy & Econ. Dev,
150 Kellog Bl ;

St. Paul, MN 35101
(6]2)296-6424

MISSISSIPPI

william T. Hachtt. Jr., Dir.
Dept. of Economic Dev.
1201 Sillers Bidg.

Jackson, MS 39201
(601)359-3449

MISSOURI
Bud Peck, Dir.
Div of Communﬂy & Econ.

Consumﬂ Aflf., Reg. & Lic,

;g son i' MO 65102
efferson City,
(314)751- 3(:00y

48

MONTANA

Gary Buchanan, Dir,

Dept. of Commerce

1424 Ninth Ave.

Helena, MT $9620 .

(406)449-3494

NEBRASKA

Don Dworak, Dir.

Dept. of Economic Dev. -
P.O. Box 94666

301 Centennial Mall S.
Lincoln, NE 68509-4666
(402)47l-3lll

NEVADA

Larry D, Struve, Dir,
Dept. of Commerce
201 S. Fall St,

Carson City, NV 89710
(702)885-4250

NEW HAMPSHIRE .
Richard W. Barbet, Dir. .
Div. of Economic Dev,
Dept. of Res. & Econ. Dev.
108 Loudon Rd.

Concord, WH 03301
(603)27!-234!

NEW JERSEY
Borden R. Putnam,
Commissioner
Dept. of Commerce

One W. State St.
Trenton, NJ 08628
(609)292-2444

NEW MEXICO

- Alex Mercure, Secretat

Commerce & lndust?
Bataan Memorial Bldg
Santa Fe, NM 873503
(508)827-6217

NEW YORK

william Donohue, Jr.,
Commissioner

Dept. of Commerce

9 Washlnuon Ave. -Twin

Albany. NY 12248
(518)474-4100

NORTH CAROLINA
c.C Hope. Secretary
Dept. of Comimerce
430 N. Salisbury St,
Raleigh, NC 27611
(919) 33.4962




NORTH DAKOTA

Edwin Becker, Dir,

Economic Development
Comm,

Liberty Memorial Bldg.

Capitol Grounds

- Bismarck, ND 58303

(101)224.2810

OHI0

Alfred Dierzel, Dir.
Dept. of Deveiopmcm
JOE. Broad Si., 28h F,
Columbus, OH 43215
(614)466-3379

Warren Tyler

Dept. of Commerce

Two Nationwide Plaza
Columbus, 3°H 43218 -

- (614)466-3636

OKLAHOMA

Jay Casey, Dir. .

Dept. of Economie Dev.

4024 N, Lincoln Blvd, .
Oklahoma City, QK 73108
€403)521-2401 :

OREGON

Fred W, Heard, Dir,

De'pt. of Commerce

428 Labor & Industries Bldg.
Salem, OK 97310
(503)378-4100 '

PENNSYLVANIA

James O. Pickard, Sr.,
Secrmrcy

Dept. of Commerce .

333 Forum B\dg,

Hatrisburg, PA 1712y

(717)787-3003

RHODE ISLAND
g:mon f.ém“' Dil'.l

- 0f Econ, Development
7 J‘a"cluon Walkway P
Providence, R1 02903
(401)277.2601

SOUTH CAROLINA
Robert E. ‘Leak, Dir,
State Development Bd,
1301 Gervais Sy,

P.0O, Box 927

- 1} Columbia, SC
" (803)758.3148

~ SOUTH DAKOTA

Marry Christianson, Secrerary
. of Commerce
Capitol Bidg,
Pierre, SD 7301
609)773.3117

TENNESSEE

John Parish, Commissioner
Econ. & Community Dev,
1007 Andrew Jackson Bidg.
Nashville, TN 37219
(615)741-1888

TEXAS . ,
Harden Wiedemann, Dyir.
Gov.'s Off, of Econ, Dev.
Capitol Station

P.O. Box 12428

Austin, TX 78711
(312)475-3021

UTAH

Dale Carpenter, Executive Dir.
Community & Economic Dev.
6290 State Office Bidg.

Salt Lake City, UT 84114

(801)333-3396

VERMONT

Robert Justis, Commissioner
Economic Dev. Dept,

Dev. & Community Aff.
PaVﬂgi Office Bidg.
Montpelier, VT 05602 °
(802)828-322)

VIRGINIA

P. Scott Eubanks, Dir,
Div. of Industrial Dev.
1000 Washington Bldg,
Richmond, VA 23219
(804)786-2660

WASHINGTON

Richard T. Schrock, Dir.

Degt. of Commerce & Econ.
v

ev.
101 General Admin. Bidg.
Olympia, WA 98504
(206)753.7426

WEST VIRGINIA
Miles E. Dean, Dir.
O![l).eef Econ. Community &

1800 E. Washington St.
Bidg. { et

Charleston, WV 25305

(304)343-01%0
WISCONSIN

James T, Flynn, Lt. Governor

22 E. State Capitol

"Madison, W1 $3702

(608)266-1018 '

WYOMING

John Niland, Exec. Dir.
Economic Planning & Devel.
Barrett Bldzv

Cheyenne, WY 82002
Qonm.n2n o

Al7

Commerce

AMERICAN SAMOA

. Joseph Percira, Dir,

Off. of Development Planning
Pago Pago, AS 96799
(684)633-5135

GUAM

" Anthony J. Quan, Dir.

D%gt. of Commerce
P.O. Box 1682
Agana, GU 96910
(671)646-5841

N. MARIANA ISLANDS
Jesus R. Sablan, Dir,
Commerce & Labor

Off. of the Governor
Saipan, CM 96950

Ov. (671)7261

PUERTO RICO

Juan H. Cintron Garcla,
retary

Degmmem of Commerce

P.O. Box 4278

San Juan, PR 00905

(809)724-1451

VIRGIN ISLANDS

Ulric Benjamin, Actg.
Commissioner

Dept. of Commerce

P.O. Box 1692

St. Thomas, V1 00801

(809)774.8784




liat of State Industrial Development Depu}tmnn\t‘a

Assists new industry inlocating In the state and assists established industry in the state to expand.

ALABAMA "
Jamie Etheredge, Dir.
Off. of Development
138 S. Union St.
Montgomery, AL 36130
(205)832-6980

ALASKA
Bert Wagnon, Executive Dir.
De& of Commerce & Econ,

1577 C St., Suite 304
Anchorage, AK 99401,
{907)274-163)

ARIZONA

Larry Landry, Executive Dir.
Off. of Econ, Plan. & Dev.
1700 W. Washingion, 4th Fl.
Phoenix, AZ 85007
(602)253-4331

ARKANSAS

Dave Harrington, Dir.
Industrial Dev. Comm.
One Capito! Mall, 4c-300
Little Rock, AR 72201 -
(501)371.2082

CALIFORNIA

Christy M. Campbell, Dir.
Econ. & Business Dev. Dept.
1030 13th St., Suite 200
Sacramento, CA 95814
(916)322-1394

COLORADO

wiltiam Hacker, Dir.
Business, Dev, & Training
Dept.-of Local Affairs
1313 Sherman St., $th Fi
Denver. CO 80203
(303)866-2208

CONNECTICUT

Gary Miller, Dir,

Economic Development Dept,
210 Washington Si.
Hartford, CT 06106
(203)566-3842

DELAWARE

Nathan Hayward 111, Dir,
Development Office
Townsend Bidg.

Dover, DE 19901
(302)736-4274

FLORIDA

Steve Mayberry, Dir.
Div. of Econ. Dev
Dept. of Commerce
310-C Collins Bidg.
Tallahassee, FL 32301
(904)488-3104

INDUSTRIAL DEVELOPMENT

GEORGIA
James A. Steed, Dir,

- Industry Div.

Dept. of Ind. & Trade
1400 N. Omni Intl.
Atlanta, GA 10303
(404)636-1581

" HAWAU

Andrew Gerakas,
Administrator
Econ. Dev. Div,

‘Dept. of Planning & Econ.
M L]

250 S. King St.
Honolulu, H1 96813
(808)548-461)

IDAHO
David Porter, Administrator

.Economic & Community

Aflfairs
Off. of the Governor
State Capitol
Boise, 1D 83720
(208)334-2470 -

ILLINOIS

" Michael T. Woelfler, Dir.

Commerce & Community
Allairs

222 8. Co!lefe St., 3rd FI,

;rln.held L 62706

(217)782-7500

INDIANA

Mark Akers, Dir..
Industrial Development
Dept. of Commerce
440 N. Meridian
Indianapolis, IN 46204 -
(317)232-8888

IOWA

Robert C. Landess,
Commissioner

Industrial Comm.

E. Sixth & Des Moines St.

Des Moines, 1A 50319

(515)281-5934

KANSAS

‘Roger Christlanson, Dir.
Development Div.

Dept. of Economic Dev,
303 Kansas Ave,, 6th Fl.

Topeka, KS MI.*

(913)296-3481

KENTUCKY

Carroll Knicely, Secretary
Commerce Cabinet
Capital Plaza Tower
Frankfori, KY 4060}
(302)864-7670

LOUISIANA

F. Ben James, Secmary
t..of Commerce

P.O. Box 44183

Baton Rouge, LA 70804

{5041342-5359

- MAINE N
Leslie Stevens, Dir,

State Development Off.
Executive Dept.

State House, Station #59
Augusia, ME 04333
{207)289-2656

" MARYLAND

Oliver H. Fulton, Executive

Dir.
Industrial Financin Authority
Econ. & Community Dev.

244 World Trade Cir.
Baltimore, MD 21202
(301)639-4262

MASSACHUSETTS
Ernest A, Lucci,
Commissioner
F' of Commerce & Dev.,
Off. of Econ. AIl.
100 Cambridge St., 13th A
Boston, MA 02202
(617)727-3218

MICHIGAN

william A, Boyd, Dlr.

Industrial Dev. Div.

Degl. of Commerce
Box 30225

Lansing, M! 43909

(517373-3530

MINNESOTA

W. Wesley Cochrane,
Assistant
Commissioner

. Business & Communlty Dev.

of Energy, Plan. & Dev,
?T Cedar Si.

St. Paul, MN 55101
(612)296-4039

MISSISSIPPI
William T. Hackett, Jr., Dir.

D?I of Economic Dev,
201 Sillers.Bldg.
Jackson, MS 39201
(601)339-3449

MISSOUR!
Bud Peck, Dir.
Div. of Community & Econ.

Dev.
Consumét- Aff Reg. & Lle.

P.O. Box |
Jefferson Cll MO 65102

. 191513

Alo

‘ \

MONTANA

Wallace Otson, Administrator

Economic & Comm.
Development

~ Dept. of Commerce

1424 Ninth Ave.
Helena, MT 59620
(406)449-3787

NEBRASKA :
Delores Wilson, Dir.
Div. of Indumial Dev,
Dept. of Economic Dev.
P.O. Box 94666 .
Lincoin, NE 68509-4666
(402)471-3774

NEVADA

Ted Bendure

Industrial Development
Economic Dev. Comm. ,
1100 E. Williams St., #106
Carson City, NV 89710
(702)885-4322

NEW HAMPSHIRE

Paul H. Guilderson, Dir.
Industrial Development
Degt of Resource & Econ,

108 Loudon Rd.
Concord, NH 03301
{603)271-2591

NEW MEXICO

Bill Weahkee, Asst. Secretary -
Economic Dev. Div.
Commerce & lndust?
Bataap Memorial Bldg.
Santa Fe, NM 87503
(505)827-6200

NEW YORK

willlam Donohue, Js.,
Commissioner

Dept. of Commerce

99 Washington Ave.-Twin
Towers

Albany, NY 12248

(518)474-4100

NORTH CAROLINA
Alvah Ward, Dir.
Div. of Econ. Dev.
Dept. of Commerce
430 N. Salisbury St,
Raleigh, NC 27611
(919)7334151

NORTH DAKOTA
Edwin Becker, Dir.
Economlc Development

lemy Memorial Bidg. -
Capitol Grounds
Bismarck, ND 58503
(701)224-2810




OHIO

- Q. [laymond Lorello, Asst.-

Dir.
Div. of Business Dev.
Dept. of Development
J0 E. Broad St. _
Columbus, OH 43215 -
(614)466:2317

‘OKLAHOMA -

Jay Casey, Dir.

Dept. of Economic Dev,
4024 N. Lincoln Bivd,
Oklahoma City, OK 73108
(40%)821:2401

OREGON

Allan M° n, Manager
Busine i3 Development
Dept. of Economic Dev.

. 188 Cottage St., NE

Salem, OR 97310
(503)373-1240

PENNSYLVANIA

James O. Pickard, Sr., -
Secretary

Dept. of Commerce

333 Forum Bldg.

Harrisburg, PA 17120

(717)787-3003

RHODE ISLAND

Norton Berman, Dir,

Dept. of Econ. Development
7 Jackson Walkway
Providence, R1 02903
(401)277-2601

SOUTH CAROLINA
Robert E. Leak, Dir.
State Development Bd,
1301 Gervais St.

P.O. Box 927
Columbia, SC 29202
(803)758-3143

SOUTH DAKOTA

Helen Wegner, Secretary
Dept. of State Development
Klein Bidg.

Pierre, SD 57501
(605)773-3158

TENNESSEE

John Parish, Commissioner
Econ. & Community Dev.
1007 Andrew Jackson Bidg.
Nashville, TN 37219
(615)741-1888

TEXAS v
Charles B. Wood, Executive

Dir.
Economic Development
Comm,
Capito] Station
P.O. Box 12728
Austin, TX 78711
(512) 472-30%9

UTAH

.Evelyn lee, Dit,

Lconomic & Industrial Dev,

Community & Econ. Dev,
Dept: .

200 S. Main, #620 -

Salt Lake City, UT 84101

(801)533-5328

VERMONT )
Robert Justis, Commissioner
Economic Dev. Dept.

Dev. & Community Aff.

Agcy.
Pavilion Office Bldg.
Montpelier, VT 05602
(802)328.3221

VIRGINIA

P. Scoti Eubanks, Dir.
Div. of Industrial Dev,
1000 Washington Bldg.
Richmond, VA 23219
(804)786-2660

WASHINGTON
Dennis A. Matson, Assistan!

Dir.
Industrial Dev. Div.
Dept. of Commetce & Econ,

Vo
101 General Admin. Bldg.
Olympia, WA 98504
(206)233-3065

WEST VIRGINIA

Douglas Skaff, Dir.
Economic Development

Off. of Econ. Community &

Dey,
1800 E. Washington St.
Chatleston, WV 25308
(304)348-2234

~WISCONSIN
“James T. Flynn, L1, Governor

22 E, State Capitol
Madison, W1 53702

"(608)266-1018

WYOMING

John Niland, Exec. Dir.
Economic Planning & Devel.
Barrett Bld!‘.'

Cheyenne, WY 82002
(307)777-7287

Al9

Industrial Development

AMERICAN SAMOA
Joseph Pereira, Dir.

Off. of Development Planning
Pago Pago. AS 967199

7 (684)633-5138

GUAM

David D. L. Flores, . .
Administrator |

Econ. Development Authority

P.O. Box 3280

Agana, GU 96910

(671)472-8821 -

N. MARIANA ISLANDS
Jesus R. Sablan, Dir.

.Commerce & Labor

Off. of the Governor
Saipan, CM 96950

-Ov. (671)7261

PUERTO RICO

Jose M. Cobian,-Dir.
Industrial Dev. Company
G.P.O. Box 2350

~ San Juan, PR 00936

(809)758-4747

'VIRGIN ISLANDS

Warren L. Trafton, Dir.

Industrial Development
Comm. )

P.O. Box 1692

St. Thomas, V1 00801

(809)774-8784




Toe hepgirntrnt von ooy e

West Chester University
Department of Buusiness Admmistyation

Anderson Hall - West Chiester, Pennsvivania 19383
215) 436230412201 . -

“January 1984

Dear Friend:

Thank you for your interest in the Smali Business Conferences to be
of fered by West’' Chester University. We would like to ask you to complete
‘the enclosed registration form and return it to us as soon as possible.

You will notice that we have asked you to provide your phone number
on the registration form. It may be necessary to notify you if the
workshop times or location are changed at the last minute due to weather
or availability of accomodations. Also, since there is a limited amount
of space for each Workshop, we,xnuldmlikgwggvknow which Series you would
prefer to attend. In most cases, you will piobably be able to attend the
Series you prefer, but the spaces will be filled on a first come, first
served basis, so you may have to come to another Series if your first choice
is full. You will be notified if /6uch a chanF is necessary.

We will be able to make thé best adence arvangements for everyone
o if we.know ahead of time how many people will be attending the workshops,

i : but we welcome anyone regardless of whether or not they have pre-registered.
‘| So bring your friends, we'll be happy to see them.

If you have any questions concerning the workshops, please feel free
to contact me at West Chester University. The phone number is (215) 436-2649.

We will look forward to meeting you at the Small Business Conferences.

Sincerely,
Akt e
Hung M. u : ‘

Project Director

HMC: gpd _
- Enclgsures ' . ¢
A20
Q _ CO-SPONSORED;BY THE U.S. SMALL BUSINESS ADMINISTRATION AND THE VIETNAMESE

CHAMBER OF COMMERCE OF GREATER PHILADELPHIA



-
\

West Chester University'

Y

West Chester, Pennsylvania 19383

SMALL BUSINESS DEVELOPMENT CENTER

Co-Sponsored by the U.S. Small Business Administration
and The Vietnamese Chamber of Commerce of Greater Fhiladelphia

(Please Print)

NAME: -

Small Business Conferences Registration Form

k]

(215) 436-2649

ADDRESS:

CITY, STATE:
PHONE NUMBER' (Residence):

21P: .

) - ~Best time to call:
(Buisness):  ( ) - Best time to call:

Please check the Series you wish to attend.. Indicate first, second, and third
preference: - '

Series I:

Series Il:

Series s

¥

at University City Sheraton 36th and Chestnut Streets

Philadelphia, PA
(March 3, 17, and 31, 1984)

(Itst [12nd [13rd

Location to be Announced

(April 28 and May 12, 26, 1984)

(Jist [12nd [13rd

Location to be Announced
(June 23, and July 7, 21, 1983)

(J1st [12nd [13rd

Please answer the following questions:

I.- Do you currently own or operate a business? [J Yes [] No

2. The type of business you own or want to start?
3. Your Nationality:

4, Your Native language:

5, Your Understanding of English: [] Good (]} Fair [] None [} Want to Learn

6. 1f you are fluent in any language other than your native tongue and/or

English, please indicate the language:

7. Where did you learn about these Small Business Conferences?

.

PLEASE RETURN THIS FORM TO WEST CHESTER UNIVERSITY
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*WEST CHESTER UNIVERSITY

SMALL BUSINESS DEVELOPMENT CENTER
WORKSHOP

’

NAME | | ADDRESS _ - /!

[+

DATE

NUMBER STREET CITY ZIP CODE TELEPHONE




[

|

‘2. Address:

DACKGROUND TN ORMAT TON AND SUIRYVEY

(Please print) All partidipants should answer the following questions:

1. Name:

L. Home telephone: ( )

PERSQNAL INFORMATION St o
1. VYear of 81r£h3/
2. Place of Birth: .

3. Nuymber of yc&rs In U,S5.:

4, Marital Status (check one): [] Single ° [] Matried () Divorced
' [] Separated [] widowed

3. Number of Dependents (people living in your home with you):

6. Highest‘level'of formal education (check one): _
(] Grade School () High School () College " (] Graduate School
() Technical or Trade School '
a. If you attendued Colleye or a Technical Schoul, please Indicate your
major:
b. Indicate the year you most recently were enrolled {n school:

7. List any business or pfofessional skills (e.g. typlng, accounting, etc):

INTERESTS .\
N
1. I would like to know more about (check all that apply):
(] Records - [] Bcokkeeping N [] Accounting [} Cost Controls
[] Purchasing ~ [] Advertising \{] Marketing (] Sales Forecasting
(] Sales developnment (N Organization form
() Business location {1 Loan Applicaticns
() other: N
’ L4
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FUR BUSTNESS OWNLRS P
(Only those participants who now cwn or cperate a small business should answer
- thr following questions)
1. Business Name:
Address:

“ 4 ——

Business telephone: (. )
2. Type of business (check one): _
- () Retail () wholesale [) Manufacturing () Services/Professioral
3. Number of employees:- Full-time (more than 35 hours per weex) °°
, Fart-tirme (Yess than 35 hours per waek)
4, Are all of your employees memcers of your family? [] Yes () No
3. Do you anticipite an expansign of your business in the next year or teo?
. () ves * ()No T , ‘
6. What were the principal sources of financing that you used to start your
business (check all that apply): S '
- () My own salary/savings ()] Friends and relatives () Commercial bank -
! () Sma)l Busiress Administration {] Oother (specify) —
A 7. Did you own your own business at any tirme in the past (before the one vou
curcently omn)? (] Yes () No
' a. 1f Yes, what type of busirass dig you own before?
: b, HIw 1219 dld you have y~ur previcus business? —
‘ 8. Wwnat previocus experience test prazared you for oening your current S.sinogs?

! 4

FOR THOSE CCHSIDERIMG STARTING THEIR CaN BUSIMNESS:
(Angaer these questions if you do not oan your own business now)

1. Current occupstiony i —_—
; 2, Have you cwned or operated a stall siness at any time in the past?
‘ () ves (] No |
3. _Have you ever been employed in a tusinass like the one you want to start?
(] ves (] No ‘ : K
a. If yes, hxow long were you emplcyed in that business? e
4, What type of business do you plan to =nter? : ;
() Retail () wholesale () Manufacturing () Services/Professicnal
j 5. 1Indicate your reasons for starting a Susiness?

6., Do you anticizate the need to “crrza ronery to start ycur business?
! () ves () No-
"a, wrere will you borrow mcney (chec< All that apply):
() My cwn salary/savings [] Friends and relatives [) Cosmernial Zink
v B (] Smal) Bulsness Adminjstratizn [) Other (specify) . .
7. Do you eapect that most of your e-nlo.ves will ke seabsrs of your fe=ti47
() vYes (] Mo ' '

. thank you for taking tre ti-e o complete this questionnalre

oy




WORKSHOP EVALUATION QUESTIONNAIRE

p , Please help us to Improve future workshops by taking a few muments to fill

out this questionnaire., We are interested in you criticisms as well as your
comments,
000800000

Write yobr rating of the workshop for the foliOwing questions using this
- scale: C

Excellent

_Good : : .
Average

Fair

Poor

- N W wn

Y. Overall opinfon of the speakers. .

2, Style and method nf the speakers' presentations,

3. Speakers' knowledge of their topics. ' ‘
The speaker ! liked best was _
because S - ' :

] (A XXX N R Y]
"Answer the following questions using this scale:

. . 3 3 YTrue
2 » I don't know or I don't ‘have an opinion
1 2 Not trye

-

This workshop was very useful to me,

I will try to come to the next workshop.

+ I would encourage my friends to come to the next workshop.
The workshop location is copvenient for me.

.+ The time of the workshop is convenient for me.

. I understand more about starting a small business than ! did before
the workshop, ' ' '

-

[ BV T - VB N QY

IRun

| 7. The materials distributed to the participants will pe useful to me.
| 8. I would like to see the SBA materials, which were distributed to the
| participants, translated into the language.

|

|

|

|




Please print your answers to the following questions:

1. .what do you Lhink snouid be done to improve the workshop? : .

2, Wnat would yod~like tc see discussed at future workshops?

‘ | , /

- 3, What old you 1lke best about the workshop” //

4., What did you Jike least sbout the workshop? ’ /

/

5. Would you lik. to see the Small Busiress Oevelopment Center of West/ Chester
' University offer on-going technical assistance to people starting in
business? '

»
) i
\ : / . .

BRBBNBRRRNNY !

Thank you for taking the time to fill out this questionnaire.
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Certificnte of Completion

West Chester University
A T omon Ha o Adminitration B West Chester, Pennsvivania 19383

215) 436-2304/2261

May 1984

bear Friend: ‘e

We are happy to be awarding you a certificate in recognit:cn
of your attendance at the Small Business Workshops this Spring.
As you know, this certificate may be useful to vou, when'applying'
for loans for your business. We hope that you have found-the
workshops useful and informative and that your understanding of
business practices has been enhanced. ' C

workshops similar tec the ones you have attended will hopefully
be offered to groups in other areas of the country. We must ask _
your help in our preparation of guidelines for other groups who may -
offer such workshops. Enclosed vou will find a questionnaire and
a return envelope. Please take the time to complete the questionnalre
and return it to us. Your comments will help future workshops to

provide valuable information to other prospective entrepreneurs,
like yourself. Your cooperation will be most appreciated.
Thank you again for vour interest in the Small Business

Worksihops. We hope that thev will help you to realize your goal v
to own and operate your own successful small business.

Sincerely,

Hung M. Chu, |
Project Director

HMC:gpd ' ' . .
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This is to certify that on this date, Mé_ﬂ, 1984 the

above named individual has qomplotod a sorioz of small

business seminars conductod by West Chostor University

Y
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